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Muovre Speedisets can reduce number of typing operations 50% or more. 


This magic dotted line rescues business dollars 


Office overhead too high? Too many 
dollars paid out for paper work? 
Moore's dotted line magic enables typ- 
ists to complete almost twice as many 
statements, bills of lading, invoices — 
automatically! 


The dotted line holds together sets 
of Moore’s Speedisets and continuous 
forms: work flows in an endless chain 
through typewriter, biller, tabulator. 
Assembly line speed rescues up to 95% 
of time lost by old forms and methods! 


For example: Moore designed a 12- 
part Speediset for a Chicago specialties 
manufacturer. It gives invoices, pack- 
ing lists, bills of lading, shipping labels 
in one typing operation — eliminates 
3 of 4 writings previously needed. 


Your business can protect profits, too. Just call 
your local Moore office —in over 200 cities, 
nearly everywhere. Or write any Moore fac- 
tory: Niagara Falls and Elmira, N. Y.; St. Paul, 
Minn.; Denton, Tex.; Los Angeles and Emery- 
ville, Calif.; Salem, Oregon. Also sales offices 
and factories across Canada. 


MOORE J 


BUSINESS FORMS, INC. 


A national company offering a complete range 0 
modern business forms * %*& %& THE RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS! 


Continuous Register Forms and Registers 


Fanfold Billing 
Machine Forms 


Continuous Interleaved 


Marginal Punched 
Typewriter Forms 


Business Machine Forms 


Sales Books for 
Every Business Operation 


Speedisets for Fast 
Carbon Extraction 
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Fiat Top Desk, 76" x 36” 


we 
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Now... give your office 


Cas FLEXIBILITY 


.. with this new desk and table line 


The new A-S-E line meets all your office require- 
ments with just one basic desk or table design. 


Yes, you can now meet changing conditions in your office desk and 
table requirements quickly, easily, and at comparatively low cost when 
you specify the beautiful new A-S-E line. Desk tops, typewriter plat- 
forms and various types of drawers are completely interchangeable. 

For instance, your dealer can change a Fixed Center Bed into a Flat 
oy Top Desk in a matter of minutes. or 
Drawer arrangement can also be varied to best serve individual job 
requirements with maximum efficiency. Table sizes can be changed 
simply by changing tops. This convertibility of the A-S-E Line can save 
money in your office. No longer must you buy single-purpose equipment 
that outlives its usefulness. 
And, the new A-S-E Line has top-notch styling. Field reports show 


oF more, 


NC. strong enthusiasm for the real beauty of A-S-E Desks and Tables. With 
: strong, durable construction . . . beauty of appointments 
E} and detail...dawn grey finish that blends with any 
8 ae color scheme... the new A-S-E Line is today’s 
nge 0 


top value in office furniture. Ask your dealer 
for complete information. 


Pa: 


| a catia a i ls SE a aa 
. on i : - he ALL-STEEL EQUIPMENT INC. 
Panel Leg Table, 76” x 36" “— 44 GRIFFITH AVENUE AURORA, ILLINOIS 
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Politeness in the Office 


% EVEN before women entered the business world, people 
had undoubtedly learned that in business as in many other 
phases of human activity politeness is the best policy. How- 
ever, the arrival of women on the office scene certainly helped 
to refine the office, because men and women together are in- 
variably more polite than men alone or women alone. 

Recently this magazine reviewed a book, Etiquette in Busi- 
ness, by Marie L. Carney (McGraw-Hill Book Co., New York, 
$3.25) which so far as we know is the first detailed presen- 
tation of just what seems to comprise good behavior in busi- 
ness. It is of particuiur interest to our readers, because most 
of the information and suggestions deal with behavior in the 
office, which despite its recognized high importance gets 
very scanty treatment in personnel training. 

A great deal of friction in the office and a great deal of 
downright inefficiency arise from a naive belief on the part 
of management that the people they hire have an instinctive 
or acquired knowledge of how to behave well towards others 
in an organization. In breaking them in on the job we shy 
away from the subject and except perhaps for some nega- 
tive bit of advice such as “Don’t ever try to interrupt Mr. 
Jones,” we seem to think that the newcomer can be trusted 
to do the right thing in all his office relationships. Surely 
it cannot be that we are too polite to check on the state of 
a new employee’s politeness, and, if it seems necessary, do 
something positive to improve it! 
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Leading Banks Pref 


ACH Hapling 
Machines ¥ Haples 


WHEN YOU are told that bankers prefer Ace 

Stapling Machines and Staples it is one of the finest compli- 
ments this well-known line of stapling equipment could re- 
ceive. And, if you were to check offices, factories, schools, 
shops, homes and professional men you would get the same 
Qh.) den © cen eaten do ene enthusiastic endorsement. 
cael eite. Aan cams only Gn Geet quilt, gro- Bankers have found, from long experience, that the successful 
cision made, accurately drawn-to-size steel wire. oe , ‘ ‘ 

operation of a precision built stapling machine, such as Ace 
has always produced, depends as much on the quality of the 
staples used as it does on the machine itself. It is poor economy 
to jeopardize the smooth, efficient operation of an Ace Stapler 
by using poor grade staples. 


Every Ace Machine and every Ace Staple is produced with a 
degree of skill unapproached in the stapling industry giving 
these products those fine qualities so greatly appreciated by all 
who use them. 


ACE PILOT 
Precision built by skilled 
workmen. Staples and 


pins 
4 as ~~ “*“ 
FIG. 2 shows the ALL-ROUND steel wire after ' “a. > 
being treated by the Ace Process. This gives max- ws Riess , J fy > sie wee crrpon 
. at “World's Finest Stapler’. , Snaps out clinched sta- 
imum strength on the outer edge where it is needed Staples, pins, tacks and \ ples in a jiffy. Saves 
most. hand fastens. finger nails. 


ene 
cilia coh 28 for Every Purse We arta 
ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


IN CANADA e ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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| THE MODERN FILE 


More and more buyers of filing equipment are 
making Rock-a-File their choice because only 
Rock-a-File meets the challenge of modern busi- 
ness requirements. They know that point by 
point, Rock-a-File offers proven superiority over 
ordinary files that means easier, faster, more 
economical filing. 


Check Rock-a-File’s outstanding fea- 
tures—prove to yourself that Rock-a- 
File is the logical choice for you. 


COMPLETE ACCESSIBILITY—Entire contents accessible | LESS TIRING—No heavy pulling and pushing. Compart- 
to two or more persons at once. All compartments can ments “rock” open and shut effortlessly. Fewer openings 
remain open. and closings—and each one far easier. 
ECONOMICAL—‘Supplies last longer. Folders slide in 
and out sideways. No more “Cramming down” folders— 
no more mutilated tabs and guides. 
TOPPLE-PROOF—OPEN compartments project only 
slightly (7% inches in largest model)—gravity center 
TIME SAVING—Open compartments do not block ac- always within framework. Even heavily-ladened com- 
cess to others in cabinet. No waiting to get at contents. partments “rock” open and shut easily. 


SPACE SAVING—Requires up to 40% less floor space 
than ordinary files of same capacity. Can be used in 
alcoves, corridors, etc., where ordinary files are 
impractical. 


Rock-a-File is available in standard letter and — aay | 

legal sizes in a choice of popular finishes. Write a 4 2 
—_- a ae 

for folder giving complete details. ” Percy ae 
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STORAGE 
CABINETS 


“DESK HIGHS — 
_ WARDROBES © 


Storage equipment for the office 


"Repatone Steel Egaipmecd 


“Solves the ‘Storage Problem’ 
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Keystone cabinets are sturdy, all-welded masterpieces 


SHEPPED of furniture-levelled sheet steel. Features include 4 


OLIVE GREEN 


Set -UP adjustable shelves on 2" centers and efficient, 3-point - 
READY TO “ peieanengoaly ge Mandsoocly finthad, MODERN GRAY 
SELL ocking device for double door. Handsomely finished, FINISH 


all-purpose space savers. 


Write for literature and pri-e list. 
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Storage equipment for the factory 
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.. . means to the typist new typing 
ease. She touches the keys lightly, and 
electricity does the rest. She saves miles 
of finger and arm travel, because the car- 
riage return and margin set keys are located 
on the keyboard. 

Whether making one or many carbons, she 
merely sets the multiple copy control, types 
with the same light touch, and produces 
work that is uniformly legible. 


May, 1949 


An IBM Electric Typewriter... 


... means to the executive new speed, 
economy, and office efficiency. His secretary 
can do better work in less time—and with 
far less effort. Built-in impression control 
assures him distinctive-looking correspond- 
ence, many legible carbon copies, and uni- 
form stencils. 

The IBM representative nearest you will 
demonstrate the many new features of the 
IBM Electric Typewriter. 


If it’s IBM ... it is electric 


ELECTRIC TYPEWRITERS 


ELECTRIC ACCOUNTING MACHINES . . . SERVICE BUREAU FACILITIES 
PROOF MACHINES... TIME RECORDERS AND ELECTRIC TIME SYSTEMS 


International Business Machines Corporation, World Headquarters Building, 590 Madison Avenue, New York 22, N. Y. 
OFFICE MANAGEMENT AND EQUIPMENT 
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All STEEL AGE Desks have adjustable 
gliders for leveling on uneven floors and 
to adjust height in any degree from 29” 
to 3014". 


Comfort and Work-Ease 


MXXXXXXXXXXXKXARAK 


Work moves along so much faster and easier at 
a STEEL AGE Stenographer’s Desk. Specifically 
designed by master metal craftsmen to provide 
the utmost comfort and working ease, the STEEL 
AGE Stenographer’s Desks add real pleasure to 
office work. Adjustable height, extra footroom 
around the pontoon bases, the smooth, glare-proof 


—- CORRY—JAMESTOWN 
MANUFACTURING CORPORATION * CORRY, PA. 
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~The STEEL AGE Stenographer’s 
Desk—designed for greatest 


XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXXXXXXXXXXXXXXXX 


~ 


xxXxXxXxXXXKXKXKXKXKXKKKKH 


Corroleum top and the miraculously easy-working 
ball bearing suspended drawers mean worlds of 
difference in physical comfort and working efli- 
ciency. With these great quality features built 
into adesk of such beauty and sturdy construction, 
no wonder everyone says, “Sell STEEL AGE 
and you sell the best in steel office furniture.” 
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TE Y saves THE pay at THE OFFICE! 
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POOR MAILROOM RED WAS ALL WOUND UP 
WITH STRING AND TWINE ANO GLUE. 

“HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
WRAP UP THAT JOB FOR you!” 


“TIME IS MONEY!” THE BOSS TOLD SUE, 
‘AND YOU WASTE MUCH TOO MUCH /” 

THEN TEX TIPPED SUE TO TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH / 


Poe nea) an — ee 


a al ~ 
es 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
f IS WORKING SMOOTH AS HONEY, 
\. AND THATS CAUSE TEXCEL TAPE, OF COURSE, \ 
| SAVES TIME, SAVES WORK, SAVES eae 3 
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\ / ‘OUR OSPENSER |S A BETTER TYPE i 
\\ [eq )e HAS A STRONGER FRAME AND a 
A CANDY STRIPE!” 
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“NO POINT IN WASTING TIME AND PAINT 
TO COLOR A SALESMANS CHART, 
WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND SmaRT !” 
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b  Take-a-leter 
girls Every where 
aré following the 
leader. . “the Dixon 
Jiconderoga pencil! 
For smocthest dark 
leads They Choose 
soft No.2 or 
softer No.|. For w 
firmer pencil 
their choice is 
Ticonderoga No.2-5/. 
For EVErU 
prev erence - theres 
G tiant and €asy 


Wwr Tina . 7 @ 
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DIXON 


ALONALNOG A: 


Hammer & Tongs 


prove Plastips ae Ee 


wv 
— 
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Joseph Dixon Crucible Co., Dept. 6-43, Jersey City 3, N. J, 
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Books and 
Pamphlets 
for the Office 


BUSINESS IDEAS HANDBOOK, 
compiled by the editorial staff 
of Prentice-Hall, evidently has 
found its way on to the shelves 
of many company and personal 
libraries, for it is now in its se- 
cond printing, the first having 
been exhausted in its first 
month—February of this vear. 

Claimed for this volume, 
which runs to 666 pages, are 
985 “practical, time and money- 
saving ideas ... compiled by a 
staff of technical experts in busi- 
ness operation.” Certainly the 
book runs the gamut of business 
and industrial effort as is proved 
by the broad range of business 
and trade journals which are 
given footnote credit as a source 
of information by the editors of 
the book. 

The book has six major divi- 
sions: Office Management Ideas, 
Accounting Ideas, Advertising 
Ideas, Sales Management Ideas, 
Credit and Collection Ideas, and 
Purchasing Ideas. It is inter- 
esting to see that the bulk of 
this compilation pays attention 
to the purely operational phases 
of business conduct. Illustra- 
tions of forms and equinment 
are in generous quantity. Price 
is $7.50. Published by Prentice- 
Hall, 70 Fifth Ave., New York. 


GREATER PRODUCTIVITY 
THROUGH LABOR - MANAGEMENT 
COOPERATION is the title of a ma- 
jor research report by the Amer- 
ican Management Association, 
recently brought out in volume 
form by the association. 

“The report does not present 
what AMA thinks should be 
done,” the association says in 
an announcement letter, “but 
rather what has been done by 
several hundred business com- 
panies, and the findings of those 


who have been practicing or | 


studying cooperation.” 


OFFICE MANAGEMENT AND EQUIPMENT 


LET US TELL YOu 
WHERE TO GET iT 


Whenever you are in need of any 
type or brand of office equip- 


ment, commercial stationery or 


maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 


EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 


with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 


niture and appliances. 


Ask us to help you solve your 


office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 
AND EQUIPMENT 


260 Fifth Ave., New York 1, N. Y. 
Phone MUrray Hill 9-4411 


May, 1949 
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On some jobs more than two-thirds of the posting is done 
automatically. And what the machine dots automatically 
the bookkeeper cannot do wrong! : 

Automatic machinery reduces costs in offices, just as 
in factories, mines, agriculiure, transportation. Automatic 
operation is but one of a unique combination of time- 
labor-money-saving features found only on Nationals. 

Ask your National representative to study your 
present accounting methods and report what a National 


NATIONAL MECHANIZED ACCOUNTING SAVES TIME, MONEY, AND EFFORT* 


Mechanized System can save you. 


THE NATIONAL CASH REGISTER COMPANY 


Mii 
May, 1949 OFFICE MANAGEMENT AND EQUIPMENT 


*Get this FREE 20-page 
booklet, “How to Save Money 
on Your Bookkeeping.” 

Ask vour local National 
representative, or write to 
The National Cash Register 


Company, Dayton 9, Ohio. 


ACCOUNTING MACHINES 
REGISTERS * ADDING MACHINES 
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or written forms. 


no additional cost. 
are light-weight, 


ance.. 


According to the over-all 
study, labor-management coop- 
eration seems to be much more 
prevalent than it was a decade 
ago. After five years, 201 of an 
original 228 cooperation pro- 
grams are still active. 

“Cooperation’s capacity to 
survive is considerable,” the re- 
port continues. “‘More than one- 
third of the current labor-man- 
agement committees have exist- 
ed from two to five years; 20 per 


cent have lasted more than ten 
years. The critical period is be- 
tween the second and fifth year, 
when two-thirds of all failures 
occurred. Few failures took 
place after cooperation had sur- 
vived for more than five years.” 
Other findings pointing favor- 
ably to cooperation are: A re- 
duction in the field of disagree- 
ment between management and 
union in organized shops and 
improved employee attitudes. 


The GBC plastic binding unit in your office will give 
you an entirely new conception of beautiful plastic 
binding at its best! Now.. 
own office... 
presentations, 

letters, confidential reports and dozens of other printed 
You can plastic bind a variety of 
materials of any size and all under one cover. The 
bound pieces lie flat and turn easily. 
material may be inserted when needed. And the color- 
ful GBC plastic bindings can be reused time and 
again. Choice of binding and colors permit matching 
an entire series, and add color to any sales piece at 
The GBC plastic binding machines 
“table-top” units for the office. 
produce professional work with “custom-built” 
. actually at surprisingly low cost. 


(A) The GBC Punching Machine. 
You merely set the machine; pull 
and the material is punched and ready for binding. 


(B) The GBC Binding Machine. 
Merely place plastic binding on binding machine. 
Lever opens all rings. Slip material on rings. 
lever. 


sales. bulletins, 


Book is beautifully bound. 


U. S. and Foreign ony Have Been Applied for on GBC Binders 


and on GBC Binding Equipment 
et On, 


WORLD'S LARGEST 


® 
*ronn® 


. in seconds, right in your 
you can handsomely bind catalogs, 
samples, 


Simplicity itself! 
down the handle, 


Quick, easy, safe! 


PRODUCERS OF 


820 WEST BELMONT AVENUE 


(BC: 


Do beautiful 


PLASTIC BINDING’ 


right in your own office! 


*with GBC plastic binding unit 


proposals, 


Additional 


They 
appear- 


(B) Binding 


SEND TODAY 
Get all details 
about the new 
GBC office bind- 
ing unit and col- 
orful plastic bind- 
ings. Write today 
and ask for free 
Bulletin 124. 


Corporation 


MECHANICAL BINDINGS 


Release 


CHICAGO 14, ILLINO'S 
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Accomplishments are impres. 
sive in some instances. Coopera. 
tion of the management of U. s. 
Steel and the United Steelwork. 
ers resulted in the reclassifying 
of 25,000 jobs to thirty classif. 
cations and the establishment of 
consistent rates. Thousands of 
grievances and many work stop. 
pages were eliminated in conse. 
quence. 

On the Illinois Central Rail. 
road, “the number of suggestions 
submitted by employees doubled, 
the number adopted  trebled, 
after labor participation jp 
promoting the suggestion sys. 
tem began,” it is pointed out, 
“The Workmen’s Safety Com- 
mittee of the Colonial Beacon 
Oil Refinery helped reduce the 
number of injuries by more than 
90 percent over eighteen years, 
The company had no disabling 
accidents at all in four of the 
last seven years. Some of the 
joint waste reduction campaigns 
at the Westinghouse Electric 
Corp. led to a halving of defec- 
tive work losses within a year 
or two. 

At Cyril Bath Co., “a manv- 
facturer of specialized machine 
tools (ununionized), joint ef- 
forts have helped to bring about 
top wage scales and continuous 
high profits for the firm. The 
company’s president told the 
AMA survey: “I think one of 
the greatest untapped sources of 
wealth is the enlistment of the 
entire intelligence and dignity of 
the personnel of the establish- 
ment as part of the team. A 
team has a creative ability which 
exceeds any primadonna_per- 
formance. I believe capitalism 
is a cooperative enterprise, and 
I treat my associates so.” 

At the Wolverine Tube Divi- 
sion of the Calumet and Hecla 
Copper Co., production per man- 
hour in pounds had increased by 
approximately 60 percent within 
a year after cooperation was in- 
troduced. Earnings went up by 
more than 20 cents an hour. 


The story is not entirely a 
(Turn to page 24) 
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Here’s real protection 


for your records 3 
} = Above is an unretouched photo & 


of a paper shipping tag which 
was soaked and tossed a full 
five minutes in pure, cold water 
in a standard washing machine. 
Note that the writing, done 
with “Chemi-Sealed” Verithin’s 
insoluble colored lead, was not 
affected ... dramatic proof that 
Verithin marks won’t run under 
moist hands, rain or accidental 
wetting. 
You save money, foo. Verithin’s 
flexible \eads are so strong they 
take and hold a needle point; so 
durable they make more than 
4,000 check marks from one 
sharpening. 


nan 
Buy Verithin —& ae 


today! Over 30 : 


brilliant colors. 


10° each, less in 


quantities. 


NEW! Carmine Red 
and Indigo Blue 


tipped with = ee 
special eraser e 
. EACLE 


EAGLE PENCIL Jf f H| IH { 
COMPANY Il 
New York ; | TRACE mann 

london _ COLORED PENCIL 

Me L | L _ ) 


Gerard 


purchasing executives 
and office managers 


V 


here are 


for using 


RITHI 


pencils 


Buy a trial supply and see 
for yourself if they are not 
the finest colored pencils you 


have ever used. 


EAGLE PENCIL CO. 


703 East 13th Street 
New York 9, N. Y. 


¥ " 
bn] 
‘u 


> NEW! Carmine Red 


that, in a test conducted 
March 8, 1949, | sharpened 


vir it i ike 


te a needle point 
without a single break.” 
Eleanor Cullen 

Ross Federal Research Corp. 
Saves time and lead. Thousands of 
tiny, plastic fibers woven through 
the Verithin lead make it so tough 
and flexible it won’t shatter or twist 
out even in a dull sharpener...won't 
snap in normal use. 
Saves Money. Verithin leads are so 
durable that a single point will 
make over 4,000 check marks before 
it needs resharpening. 
Protects your records, too. Verithin 
colors are insoluble. Their marks 
won't smear under moist hands or 
run from accidental wetting. 


DONNA 


Buy Verithin 
today. Over 30 
brilliant colors 


... L10€ each, less ? 


in quantities. j 


and Indigo Blue 
tipped with 
special eraser 


~ 


EAGLE PENCIL feat] © 3 
COMPANY 


New York 


- COLORED PENCiLs 
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TIME! 
EFFORT! 
MONEY! 


> is 
ee" OF 2000ms wee. ce 
leewerriaer 


with the famous 
YELLOW BOX 
bine! 


You save in many ways when you 
use the OAKVILLE YELLOW 
BOX LINE! 


. You save clerical time and cost 

“Ss because you can get all your 

; paper fastening devices in one 
shipment. one reliable 
source. with one invoice. 


from 


You save many valuable hours in 
every department of your busi- 
ness because the Oakville line 
holds better, attaches easier. and 
does not catch or tear important 
papers. 


You can always depend on 
Oakville performance. The fa- 
mous YELLOW BOX LINE has 
been helping save time. effort. 
and money in offices for a great 
many years. You, too. can get all 
these benefits if you... 


STANDARDIZE ON THE 
YELLOW BOX LINE! 


OAKVILLE COMPANY DIVISION 
cwmvsss czar” SCOVILL MANUFACTURING COMPANY 


%, 


Waterbury 86, Connecticut 


3 NEW YORK «+ PHILADELPHIA +» BOSTON 
y CHICAGO ¢ SAN FRANCISCO 


vmze®* In CANADA: Brown Bros., LID., TORONTO 2 


16 OFFICE MANAGEMENT AND EQUIPMENT 


Real and Accounting Profits 


The profit figures achieved and certified by 
public accountants today are quite alien to eeo- 
nomic profits, according to Roy A. Fouike, vice. 
president, Dun & Bradstreet, Inc., New York. 

In “A Study of the Theory of Corporate Net 
Profits,” recently published by that company, Mr, 
Foulke shows how a combination of recorded 
facts, accounting conventions, and personal judg. 
ment results in “accounting” profits that often 
differ radically from real profits. The existing 
accountancy frame work is too rigid to reflect 
accurately the fluctuations of the “real” profit 


dollar, as it fails to take into mathematical com- 


putations depreciation on replacement values, 
and “accounting profits’’ due to inventory infla- 


| tion. 


The difference between “accounting” profits 
and “real” profits is sharply drawn by Mr. Foulke. 


Real profits are related to current values. Ac- 


counting profits are based upon recorded costs 


_ that were incurred over a period of time at chang- 


ing price levels. The fallacy in comparing ac- 


counting profits of today with those of any other 


period is due to the fact that dollars of different 
values are involved for each period, Mr. Foulke 
points out. 

In his analysis of the theory of profits, Mr. 
Foulke says: 

“There is great basic confusion between ac- 
countancy and economics—first, because eco- 
nomics know only one value, economic value; 
second, because ‘profit’ as the word is used and 
practiced by accountancy, today represents a 


_ combination of economic rent on the value of 


land and economic profit on invested capital. 
Money is a medium of exchange, not an absolute 
measure of economic value. Yet accountancy, as 
a mathematical science, uses money as a unit of 


_ measure, and it uses the money of this year, of 


last year, of the year before that, and of ten 
years ago, all in the same schedule of assets and 
the same schedule of expenses.” 

Corporations are forced by the accounting con- 
ventions to include depreciation charges that are 
insufficient during a period of rising prices to 
replace worn-out equipment at the currently high 
price levels, he says. Low depreciation charges 
help to give the illusion of high profits. 

Similarly with inventories, many corporations 
unwillingly create the illusion of unusually high 
profits simply because of changing prices. A rise 
in price increases “accounting” profits as respec- 
tive items in the inventory are sold. Curporate 


“accounting” profits in 1947 amounted to $18.1 


billion, of which $5.1 billion represented inven- 
tory profits. 
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Whatever you look 


e 


Per cent return on investment! 
Aristocrats are setting new records for long 
trouble-free life and low maintenance costs. 
They outperform all other makes of files in 
years of practical office use. 


IT WILL PAY YOU TO LOOK INTO THE 
REMINGTON RAND oAfristocrat 


Many of America’s biggest corporations have standardized on a 

Aristocrat for every filing purpose . 
in the long run! Hidden engineering features give more real 
value for the money invested. More filing efficiency. More 
years of service. More flexibility in filing accessories. Now 
production factors permit prompt delivery on the best file 
made in the world today—the file that saves you money for 


years to come! 


\ 
\ “<= 
a 


Free booklet (LB 356A) gives 
you the complete story on Aris- 
tocrat features, sizes and acces- 
sories. Call our office nearest 
you, or write to Systems Div., 
315 Fourth Ave., New York 10. 


0 Frame is engineered for long 
life with no fear of warping. Well 
planned bends, extra reinforce- 
ments and spot welding give 
amazing strength and rigidity. 
Shell is a ‘‘stressed skin’, 
spot welded along all joints and 
to the frame for added strength. 
Drawer is engineered for 
sturdy, lasting alignmentwith rigid 
front. Trigger latch in drawer han- 


dle. Guide rod‘ snaps"’ out easily. drawer position. 


4) Follower Block moves easily 
on non-rusting side rails of zinc, 
simply by pinching levers at top. 
Locks positively when levers are 
released. Takes up less space, 
gives more file capacity. 


Slide is full-progressive sus- 
pension on 10 rollers (6 of them 
ball bearing). Gives smooth, easy 
operation for the long life of file. 
Even distribution of weight at any 


Labor-saving efficiency! Aristocrat's 
ease of operation helps clerks get more work 
done, inspires accurate filing. Finger-tip 
pressure unlatches drawer, opens and closes 
it, moves follower block. 


Handsome appearance! Aristocrat’s 
GRAY-RITE finish brightens any office. 
Gives that “decorator look” harmonizing 
with any color. Handles and other hardware 
in pleasing satin finish aluminum. 


o. Prompt deliveries now! 


es 


. . because it costs less | 


Reminglon Rand 
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If You Are A Manufacturer of Office Equipment... 


b © HIS 
| ’ _ EAR 


For his ear is the ear of more than 10,000 executives, responsible for 
office methods and procedures, who influence or decide the buying of 
office equipment and supplies. 


That’s why OFFICE MANAGEMENT AND EQUIPMENT should be 
the keystone of your advertising program. /t picks the person you need 
to sell. Take a look at these keystone executives who are regular readers 


of OFFICE MANAGEMENT AND EQUIPMENT! 


4254 Office Managers, Accountants, Auditors, Methods Supervisors and 
Chief Clerks who directly supervise office administration and the 
selection of office equipment and supplies in the nation’s largest 
commercial, industrial and financial organizations. 


Vital prospects for you? Yes. And so are 


5746 Presidents, General Managers, Treasurers, Comptrollers, Pur- 
chasing Agents, and other important executives who exert a 
direct and often controlling influence on office administration and 
purchasing in their respective organizations. 


Meet them—-SELL them—through OFFICE MANAGEMENT AND 


EQUIPMENT. 
OFFICE MANAGEMENT 


Speaks to the Men Who Decide the Purchase of Office Equipment 
260 FIFTH AVENUE + NEW YORK 1, N. Y. 
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lwiee? —¢ Once Will Suffice 


By gaining all the time your secre- 
now devotes to “taking dicta- 
tion” . . . instead of spending a 


in which to give you constructive, 
far more valuable assistance . . _ 


Feo and economically 
by adopting Audograph ~ 
, the wonderful new 


s of ening for sega of you, 


And in addition, the Gray Audo- 
graph will record your important 
telephone conversations, meetings, 
conferences, and inventories on 
unbreakable, easy-to-file, mailable 
plastic discs that cost only a few 
pennies — yet record for over 60 
minutes! The smallest, lightest and 
the most rugged of all dictation 
instruments, you can easily take 
it home or on trains, Bp and 
in your car... it will work for 
you anywhere. 


Phone AUDOGRAPH, your city, for 


free demonstration and free trial 


write to the address ae ss 


Westrex Corporation 
111 Eighth Ave., New York, 11, N.Y. 
_ Canadian Sales & Service: 
Northern Electric oor bag 


Birmingham, Ala. 
Huntsville, Ala. 
Mobile, Ala. 
Montgomery, Ala. 
Sheffield, Ala. 
Phoenix, Ariz. 
Jonesboro, Ark. 
Little Rock, Ark. 
Los Angeles, Cal. 
San Francisco, Cal. 


Colorado Springs, Colo. 


Denver, Colo. 
Bridgeport, Conn. 
Hartford, Conn. 
New Haven, Conn. 
Wilmington, ~ 
Washington, c. 
Washington, D. c. 
Jacksonville, Fla. 
Miami, Fla. 
Orlando, Fla. 
Tallahassee, Fla. . 
Tampa, Fla. 
Atlanta, Ga. 
Columbus, Ga. 
Macon, Ga. 
Savannah, Ga. 
Chicago, III. 
Indianapolis, Ind. 
South Bend, Ind. 
Des Moines, lowa 
Ottumwa, lowa 
Kansas City, Kan. 
Topeka, Kan. 
Louisville, Ky. 
Lafayette, La. 
New Orleans, La. 
Shreveport, La. 
Baltimore, Md. 
Boston, Mass. 
Fall River, Mass. 
Springfield, Mass. 
Worcester, Mass. 
Detroit, Mich. 
Marquette, Mich. 
Duluth, Minn. 


Fergus Falls, Minn. . 


Mankato, Minn. 
Minneapolis, Minn. 
Moorheod, Minn. 
Rochester, Minn. 
Saint Paul, Minn. 
Saint Cloud, Minn, 
Hattiesburg, Miss. 
Kansas City, Mo. 
St. Louis, Mo. 
Laconia, N. H. 
Newark, N. J. 
Albany, N. Y. 
Binghamton, N. Y. 
Buffalo * 
Elmira, N. Y. 
New York, N.Y. 
Rochester, N. Y. 
Syracuse, N. Y. 
Utica, N. Y. 
Charlotte, N. C. 
Greensboro, = &. 
Raleigh, N. C. 
Dickenson, N. Dak. 


Grand Forks, N. Dok. 


Minot, N. Dak. 
Akron, O. 
Cincinnati, O. 
Cleveland, O. 
Columbus, O. 
Dayton O. 
Tulsa, Okla. 
Philadelphia, Pa. 
Pittsburgh, Pa. 
Providence, R. |. 
Columbia, S. C. 
Greenville, S. C. 


Rapid City, S. Dak. aD 


Watertown, S. Dak. 


Chattanooga, Tenn. 
Knoxville, Tenn. 
Memphis, Tenn. 
Nashville, Tenn. 
Amarillo, Tex. 
Austin, Tex. 
Dollas, a 
Fort Worth, Tex. 
Houston, Tex. ; 
Lubbock, Tex. 
Midland, Tex. . 
San Antonio, Tex. 
Montpelier, Vt. . 
Richmond, Va. 
Salem, Va. 
Seattle, Wash. 
Charleston, W. Va. 
Clarksburg, W. Va. 
Fond Du Lac, Wis. 
Green Bay, Wis. 
la Crosse, Wis. ... 


Madison, Wis... 


Milwaukee, Wis. 

Wausau, Wis. 

Portage, Wis. 

Casper, Wyo. 
ida 


‘ana : ae ~ Northern Electric Co., Belle 
Westrex Corporation P 
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.. 1811 Market St. ... 
119 East Main St, .... 

wow 541° North Broadway 

nme 133 W. Ress SF. 
wm Rhyme Supply Co. 


507 Exchange Bldg. 
210 Randolph 71 
60 N. Joachim 
123 Dexter Ave. 
106 N. Main St. 


3- 7337 
Tuscumbia 2271 


448 W. Washington 3 -B921 
.103 W. Jackson Ave. 3346 
411 Wallace Bldg. 5-1036 
1323 Venice Bivd. Drexel! 8361 


127 Montgomery St., Yukon 6-3616 


21 S. Nevada Ave. 
1966 Pork Ave. Tabor yd 
3- 


211 State St. 914 

125 Trumbull St. 6-2554 
185 Church St. 8.3650 
835 Tatnall St. 4-9422 


802 Mclachlen Bidg., Dist. 5757 
700 Tenth St. N.W. Dist. 5757 


1201 San Marco Blvd. 9-5211 
944 S.W. Eighth St. 82-3438 
1221/2 N. Orange 5809 
aw 117 East Park Ave. 835 


107 N. Rome Ave. Rm. 21, H-1904 
155 Spring St. N.W. Cy. 8051 


. 1047 Thirteenth St. 


356 Cherry St. Ivy 2460 
141-143 Drayton St. 4-3414 
620 N. Michigan 2-3444 
108 E. Washington Imperial 3303-4 
606 N. Michigan 3-7135 
514 Royal Union Bldg. 2-4381 
226 E. Second St. 

25 East 12th St. Victor 2770 
3325 West 7th St. 

407 Washington Bldg... JA 6525 
924 Lafayette St. 328 
.$20 Commercial Pl. RA 7973 


65 Continental Bank Bldg. 3-7050 
2511 St. Paul St. Hopkins 2941 
211 Congress St. Liberty 7270 
27 Buffington Bidg. 2-2661 
121 Lyman St. 3-6419 
420 State Mutual Bidg. 4-2554 
234 State St. 

Upper Peninsula Office Supply Co. 
A & E Supply Co. 

Victor Lundeen & Co. 

220 North Second St. 

225 South Fifth St. Atlantic 5862 
18 South Eighth St. 3-2424 


2651 University Ave. Nestor 3473 
Business Machines & Equip. Co. 
218 West Pine St. 
25 E. Twelfth St., 
511 Locust St. 
626 Main St. 

45 Branford Place Mitchell 8130 


.1072 South Broadway 


Suite 1010 
Chestnut = 


.230 State St. 6380 
124 Chenango St. 29424 
.259 Delaware Ave. ...Wash. 8620 
313 East Woter St. 9711 
230 Park Ave. MU. 3-6233 
42 East Ave. Hamilton 3694 
Loews Theatre Bidg. 3-5177 
136 Blandina St. 4-8397 
324 S. Church St. 2-4657 
216 W. Market St. 6619 
701 Lawyers Bidg. 5487 
39 West First St. 

314 First St., Ave. N. 


Clute Office Equip. Co. ......... 
22 E. State St. Porthea 5216 
1024-26 Temple Bar. Dunbar 1545 
2108 Payne Ave... Tower 1-5292 


.71VY2 East Gay St. 


127 North Perry St. 

713 W. Third St. 

1528 Walnut St. . Kingsley 5-8030 
335 Fifth Ave. Grant 1665 
1229 Industrial Bldg. Gaspee = 


920 Main St. 7057 
8 Prevost Bldg. 2-7667 
Espe Printing & Stationery Co. .... 
206 E. Kemp Ave. 3494 
33 Patton Parkway . 6-4367 
1800 Grand Ave. . 
286 Shrine Bldg. ...... 37-1730 
2511 West End Ave. 7-5275 
117 West 6th St. 2-7711 
1301 Lavacca St. 8-3000 
«2217 Cedar Springs Ave. R-4158 
1201 Jones St. 36-3395 
1202 Bissonnet Ave. Le-5697 
14th St. & Ave. J. .. 3-3433 
-- 511 West Texas Ave. on 364 
1119 Navarro St, G-6424 
81 Main St. Mont. 337 
1 North Fifth St... 7-9517 
..747 Elizabeth Ave. .... 290 
305-6 Douglas Bldg. ooo ccm 
200 Morrison Bldg. ............21-214 
we B42VQ West Pike St. .......... 

67 $, Mein &. ...... 
216-220 Pine St. .. 


‘Adams 818 


115 East Second St. —_ 
ville, Ontane 

111 Eighth Ave., New York 11, 

N. Y. Chelsea 3-2300 
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foremost line of metal desks _ 


ERE is a desk that will bring 
beauty and distinction to 

any office. What's more, it is as 
practical as it is beautiful. It has 
features never before contained 
in a commercial desk. From the 
ideal writing surface of Velvoleum 
to the anodized aluminum arched 
base supports, it is truly the desk 
of distinction. Mode-Maker is of 
durable metal construction, fin- 
ished in lustrous gray and is 


Oker... the world’s 


available in 29” or 30/2” heights. 
It is the crowning achievement 
of the world’s largest manufac- 
turer of metal desks. 


Write for an illustrated folder 
showing the 34 desks in the 
Mode-Maker series and the name 
of our nearest branch or dealer 
where you can see the desks. The 
General Fireproofing Company. 


Dept. M-5, Youngstown |, Ohio. 


Foremost in Vlelal Beusiness Furniture 


Desk shown is Mode-Maker No. 1760F, 60” wide, 30” deep, 29” or 30%” high. 


There is a complete line 
: of GF metal furniture — 
desks, tables, chairs, files 


ae and shelving 
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EVERY CARE HAS BEEN TAKEN to make 
the new Marchant Figuremaster easy on the 
eyes. Dial figures are 40% larger and are in 
easy-to-read straight lines for all three amounts, 
notably the keyboard entry . . . clearly legible 
insignia, molded into the tops of keys and con- 
trols, cannot be effaced . . . all work areas are 
shadow-free. Designed to be the calculator most 
restful to the eyes as well as the most pro- 


FIGURE FASTER Witte A 


Find out how the new Marchant > 
Figuremaster can get out your figures 
faster and cheaper. Call the Marchant ~~~ 
Man in your phone book today 


or just mail this coupon to Marchant 
Calculating Machine Company, 
Oakland 8, California 


ductive of fast, effortless, accurate work, the 
Figuremaster measurably delivers more CPO.* 
These and 14 other principal new features, 
combined with Marchant’s traditional suprem- 
acy in accuracy control, simplicity and silent- 
speed, establish the Figuremaster as the world’s 
foremost calculator. *Calculations Per Operator 


1CA'S FIRST CALCULATOR 


MARCHANT CALCULATING MACHINE COMPANY 
Oakland 8, California 


Without obligation, I would like to see the Figuremaster O 
Please send me free information about the Figuremaster O 
El 
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Here is the first really Q o | 
revolutionary 


to hit the 
typewriter 
ms field 

in 40 years! 


Plastic, factory-made 
Signature Card carries 
operator's signature. 
Back is a valuable Cer- 
tificate of Merit. 


The brilliant new Signature marks the 
introduction of the biggest typewriter 
selling story since the advent of Visible 
Typing! This is not just another new model 
— it's a personalized typewriter that is 
actually labeled with the operator's own 
name! It’s a basic contribution to the 
operator’s pride of workmanship! It’s a 
potent sales feature with universal ap- 
peal! And it’s exclusive with Woodstock! 


= mm the spring-mounted 
five Signature Nameplate is 
a pushed back... 


the operator inserts 
the personalized Signa- 


ture Card... 
NEW PERSONALIZED 
* 
and the Signature Type- gnialwre 
in anes oe BY WOODSTOCK 


signature! 
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- QUICK RELEASE FOR ALL TAB STOPS. 
2. EASY ACCESSIBILITY FOR CLEANING AND 


5. SHOCKPROOF FRAME. 
6. FORWARD TILTING 


Contour-Curved Plastic Sight-Set Margin .. . No 


é | Keys . . . Finger-fitting . . . re- fumbling or guessing . . . no 
power TY tf Our spond instantly to the lightest moving of carriage to set. 


touch. 


Instantly-Removable Triple-Action Paper Bail 

Cowl . . . Cowl springs gently . . - Holds paper securely .. . 
\ Ou open... provides easy access- buf eliminates wrinkling . . . moves 
4 ibility. easily forward and upward 


all these 
exclusive features 
that have made 


WOODSTOCK 


the choice of 


Q -] 


Line Space Lever . . . Re- Redesigned Marginal Re- 


as all other keys. 


designed for faster spacing. lease ... Improved seven ways. 
Greater cowl clearance. bul Same level directional action. 


ADJUSTING. 
Positive Back Spacer 
3. INBUILT CARD AND PAPER HOLDER. . For faster setting and clear- N Completely redesigned for posi- 
CU ing. Same up-and-down action as sol tive, feather-touch action. 
‘4, DUSTPROOF SEGMENT. rest of keyboard. 


PAPER TABLE WITH 
WONDER WINDOW 


=A% \' ne 
~— aan a 3 Lay —> 
A FEW WOODSTOCK Wid aN |\\\\ \— Ses 
DEALERSHIPS ARE Heightened Segment Certificate of Registra- 
STILL AVAILABLE N Ring . . . Provides perfect align- N tion tae Registers the type- 
bur ment . . . assures cleaner, clearer bur -writer in owner's name . . . pro- 
Whitt Today. impressions. tects your customers and you! 
N STREAMLINED 
woobDSsTOoOCcK Nour steno Cus visien 
Snowe ener Handsome? Most beautiful typewriter you've ever 
TY ‘s 2 WwW em | T 2 R In perfect harmony with the Signature’s up-to- seen! Modern? Smoother and cleaner-lined than 
the-minute styling is its refreshing new finish any machine ever made—with sharp edges and 
that blends in beautifully with all office furniture. square corners completely eliminated. And with 
COM PANY This soft, new office-brown was selected only all its beauty, the Signature’s practical, too. 
; after detailed color tests scientifically proved it Everything's been done to combine smart good 
= d easier on the eyes—and easier to keep clean, too. looks with common-sense construction in this 
Woodstock, Illinois | ster @ tenemeed 
cg a Ps 4 
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Books and 
Pamphlets 


for the Office 


happy 


(From page 14) 


one, the survey reveals. 


“Many cooperative plans have 


not been successful. 


Some com- 


panies claim that their unions 


have 


turned the cooperative 


meetings into grievance sessions 
or have attempted to use them as 


Ld 
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Post Faster, Check Records Faster... 
with the new “Electronic Drive” 


a means of taking over manage- 
ment functions. It has “been 
charged that the cooperative 
work, in the end, did not contri- 
bute anything to efficiency, 
despite initial advances. For 
example, one motor assembly 
department of a large plant 
achieved a record weekly output 
after the introduction of coop- 
eration, and each participant 
was paid a handsome bonus. For 
several days following, the 
workers of this department lord- 


A016 nn Microfilm Reader 


fast, so clea, 


SO easy to operate’. . . this is typical 
of the comments heard wherever the re- 
markable new ‘‘Electronic Drive’’ AO 
16mm Microfilm Reader is in use. 

Here are a few of the feacures that have won 
such overnight acceptance: the finest op- 
tical system designed for enlarging micro- 


film . . . unusually brilliant, sharp screen 
images . . . freedom from “‘hot spot’'— 
reduces eye fatigue . . . comfortable operat- 


ing position . . . fast film threading 
focusing control for needle-sharp definition 


American @ Optical 


. . . ball bearing casters for easy portability 
. cool, safe-to-handle lamp house . . . 
convenient fingertip controls . . . photo- 
copies in a few moments . . . all this plus 
“Electronic Drive’’ that provides variable 
speed control in either direction between 
virtual standstill and 100 feet per minute, 
cushions torque at any speed, and has few 
mechanical parts. 
The AO 16mm Microfilm Reader offers you 
a more efficient and faster way of using your 
microfilm records. For free demonstration, 
write Depr. $161 


COMPANY 


Scientific Instrument Division 
Buffalo 15, New York 
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ed their apparent superiority 
over the other departments, ang 
produced hardly one-third of the 
normal output the following 
week. 


“On the other hand, unioy 
leaders claimed committees fi. 
zled out,” because managemen} 
did not take them seriously 
enough, and allowed them to 
deal only with ‘trifles’ and ‘bally. 
hoo.’ They complained also that 
management was often ‘too busy’ 
to pay much attention to the 
committees — ‘Labor members 
waited for an hour on several 
occasions for management rep. 
resentatives to show up.’ ‘Man. 
agement was out of town all the 
time.’ ” 


The survey concludes that 
there is little more than a pos. 
sibility that formal cooperation 
between management and labor 
will grow to great enough pro- 
portions to exert any real influ- 
ence on industrial relations. Ex- 
perience is still inconclusive. 


“AMA hope only that the case 
stories and discussions in its re- 
port will enable companies which 
which may be considering the 
idea to weight their chances of 
success more realistically and 
calculate the possible risks more 
accurately.” 


Lawrence A. Appley, presi- 
dent of AMA, says that the 
study, which was undertaken 
two years ago under the general 
direction of Alvin E. Dodd, then 
president of the association, was 
the answer to requests from a 
large number of member compa- 
nies which were anxious to know 
whether certain types of labor- 
management cooperation could 
be enlisted in the interests of 
greater production on the part 
of the individual employee, with 
less management-union friction. 


Price of the report is $3 to 
members of the American Man- 
agement Association (330 W. 
42nd St., New York). Non- 
members may purchase the sur- 
vey for $5, but not until June 
1st. 


May, 1949 
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ys Stromberg Time Recorder really guards payroll eo 
accuracy, saves many times its price by cutting 

down on lateness, errors and bickering over dis- 
crepancies. It is simple to operate, reliable and in- 
expensive. 


age 
Kone. 
A 


nite a 


ii 
a os fe tedad hee 


. 
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Vicowing when if happened can lead to greatly 
improved service and lower costs. Time the ar- 
rival and departure of mail, tickets, registrations, 
orders, meal checks, any routine— with Stromberg 
Aut tic Time Stamps. Fast, rugged, reliable. 


With a Stromberg Cost Recorder giving the start 

and finish time of each job you don’t have to 
guess, you know the cost. Know too how much time 
is wasted! Automatic, sturdily constructed and ac- 
curate, 


y: Stromberg Program Clock starts and ends the 
work period automatically and uniformly by 
sounding a gong or horn. Time gained by regular 
starts increases production and profit. Several mod- 
els are available to handle various schedules. 


Does time work for or against you? Like a dripping faucet, time can steal away profits 
by careless waste. Simple automatic time controls eliminate many hidden losses —turn 
wasted time into savings. Learn how Stromberg Time Equipment can smooth your routines, 
save many times its cost. Just clip and return the coupon for more detailed information. 


STROMBERG TIME CORPORATION 


SUBSIDIARY OF GENERAL TIME INSTRUMENTS CORPORATION 


109 LAFAYETTE STREET TTRWAER NEW YORK 13, NEW YORK Street 


May, 1949 


STROMBERG TIME CORPORATION 
109 LAFAYETTE STREET, NEW YORK 13, N. Y, 
Please send me more information on: 
CO TIME RECORDER (J JOB RECORDER 
CO TIME STAMP ( PROGRAM CLOCK 


Company. 


City & State. 
Individual 


OFFICE MANAGEMENT AND EQUIPMENT 25 


a } Ee © .geellge a - i e ke te bo i. il ae ie. ee pe . type 7 yi ey & Pin 
ae PO oa " Pc es: a. ee ate. os ae J ae. wie Ks = * 4 a ae, — at ts el 
7 5 \ ae: \ ¥ * 
: . 
3 
% b * 
eR ms & 
bad gee cae A 
’ a oe ‘ eae | : 
— Levey ee ' H c x 
j : ae eo \ mS 
s —. | | nd 
Cee? o, 6 5 eo. 0 - 4 a 
j Se Ph a Per ve St en *4 a ‘4 
a Fi ‘a , . . ; - a a 
ae On EE» aes Le EE IRIS FIR BH . a | 
“ ae * ee Ae SO UNS et ao poe oy Se i LS Rae eee oe ee a ze Noe eS On 
e. Bese } 
case Be se ‘a 
. Be ~~ FE: Ee i A . r 
hich i os fe 
t ] 1 e 
he yy \S eS > E 
s of i hoe E ar 
and \ z ew 
nore * - ») F a 16 
z t te oe & ate ae . if es % 
. coe 7. = ae 
resi- % = " a ar . 
the eS il 
ken c = 
eral RAs 
hen Sey 
i 
ge rad 
na 
pa- 
OW 
or- 
uld a 
of 
art . r 
on. } 
n- y 
ee 
V. 
n- TiN 
r- : 
ne . 
Ne 
‘9 a ee ~ 
ae a oh ¥ oa, Ue ae): ae es 7 7 et Bo 


YOU HOLD ALL THE ACES 


a) 


MERCURY-GRAPH ROLLERS 
for Multigraph duplicating machines 


ee Pr 


MERCURY-LITH ROLLERS AND BLANKETS 
for Multilith printing machines 
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ie 


When You Use 
Mercury Products 


You're sure of finest quality—you hold all the 
aces for efficient operation—when you use 
Mercury-Lith or Mercury-Graph accessories. 
They're precision-built in the world's largest 
plant devoted exclusively to rollers and blan- 
kets. They meet the same exacting standards 
of manufacture and inspection as rollers and 
blankets for giant multicolor printing and 
lithograph presses. The result is they give 
longer service and produce a new high qual- 
ity of reproduction in the jobs you turn out. 
When you buy rollers and blankets buy 
"Mercury." 


RAPID ROLLER CO. 
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* A COMPARATIVE STUDY of various phases 
of current vacation policy adhered to by a local 
organization employing several thousand office 
workers in the New York area seems to indicate 
the presence of notable departures as well as 
similarities to the general practice in this locality. 
In the near future the annual summer vacation 
period will be upon us and hundreds of thousands 
of office employees in the New York area will be 
looking forward to departure for vacation resorts 
or other centers of pleasure and relaxation. Some 
will leave for their vacation during the month of 
June. Still others will leave in the month of 
September. But by far the larger number of office 
workers plan to enjoy their vacation during the 
peak summer months of July and August. 

Because of the current interest in vacations, as 
one phase of personnel administration, it may be 
of value to discuss some of the more outstanding 
aspects of vacation policy among offices in the 


New York area, where so many trends of office 
procedure originate. I should, therefore, like to 


TRENDS IN OFFICE VACATIONS 


By David List 
Management Analyst 


compare with the general practice in the area 
both the service required and the vacation periods 
granted in the case of a large New York office. I 
should also like to discuss, in the light of prevail- 
ing practice, the policy of this company with re- 
spect to year-round and cumulative vacations, as 
well as the policy that applies where employees 
resign during the vacation period. (Neat page) 


@ THE AUTHOR of this ar- 
ticle is an analyst in the gen- 
eral field of marketing and 
industrial relations, who has 
recently been doing special- 
e ized work in personnel man- 
¢ 7 : ’ agement. His background in 
‘ £ &, \ that field includes four years 
ae of field experience while he 
: + was with the U. S. Department 
weet” of Labor. Mr. List has written 
ss material for the New York 
- Stock Exchange and an article 
ra by him on clerical salaries ap- 
peared in September, 1948 
“Office Management and 
David List Equipment." 
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CURRENT VACATION PROVISIONS IN ONE 
SELECTED COMPANY COMPARED WITH 
PREDOMINANT 1948 PRACTICE OF AREA 


LENGTH OF VACATION 
LENGTH OF Predominant Company's 


SERVICE Area Practice* — Provisions 
| month None None 

6 months | week | week 

| year 2 weeks 2 weeks 
5 years 2 weeks 2 weeks** 
10 years 2 weeks 2 weeks** 
15 years 2 weeks 3 weeks 
20 years 2 weeks 4 weeks 


*Source: Office Executives Association of New York, 
New York, Chapter of National Office Manage- 
ment Association. 

**Excludes additional days allowed after 5 and 10 
years of service respectively. 


A comparison of the effective vacation plan in 
this company with the general practice in 1948, 
as indicated by the National Office Management 
Association survey of the New York area, pub- 
lished by the Office Executives Association of 
New York (see table herewith) suggests that this 
office has not only kept abreast of the general 
1948 trend, but has advanced over it in the longer 
service categories—granting three weeks’ vaca- 
tion after fifteen years, and four weeks’ vacation 
after twenty years. 

Despite this fact, a more detailed examination 
of the New York NOMA study indicates that this 
office is still being subjected to the competition of 
equally liberal vacation provisions in the case 
of 34° of the firms studied (three weeks after 


fifteen years’ service) and in the case of 11% g 
the firms studied (four weeks after twenty yeary 
service). 

A still further analysis of the report yields gj. 
dence that the company’s five-year service pro. 
vision has been surpassed by 11%¢ of the firms jy 
the area (which grant three weeks), just as jt, 
ten-year plan appears to have been exceeded py 
21° of those in the area (which likewise gran 
three weeks). Even in the case of the relatively 
liberal fifteen-year service provision, the office jy 
question observed is still excelled by 6° of the 
firms studied (which provide four weeks after 
fifteen years’ service). 

A firm official explained that, in contrast with 
77% of the offices included in the NOMA report, 
his organization allows employees to select vaca. 
tions on a year-round rather than a strictly sea. 
sonal or summer basis. However, the company 
generally prefers that vacations be taken some. 
time between April lst and November Ist. The 
company representative reported that the trend 
toward year-round vacations, rather than being 
a recent development, was one which had evolved 
over a period of years. However, the company 
spokesman pointed out that because a relatively 
small proportion (one-third) of the total person- 
nel could benefit from this provision, a partial 
system providing for split or year-round vaca- 
tions did not normally result in any major reduc- 
tion in his organization work-load or personnel 
requirements during the vacation season. 


In line with the practice of 65% of the offices 
studied in the NOMA survey, is was pointed out 


(Turn to page 66) 


EXECUTIVE VACATION 

@ ONE DAY last summer at busy 
Bendix Home Appliances, Inc. 
South Bend, Ind., Alvin P. Smith 
national service manager, tele- 
phoned Lynn Eaton, manager ot 
districts. Mr. Eaton's secretary 
took the call. 

"I'm sorry, but he isn't here, 
she said. “He's taking his vaca 
tion this afternoon." 
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% WIDELY DIVERGENT TASTES in reception 
room layout and appointment — running the 
gamut from backward-leaning conservatism to 
extreme ultra-modernism—can often be brought 
to a common level of agreement wherein a com- 
bination of styles is employed. 

In the accompanying studies of a large cor- 


Floor plan of the recep- 
tion room in the two dif- 
ferent styles, showing the 


area's location in relation 
to the elevators. Picture 
above shows how the visi- 


tor can be given impres- 
sion of full-floor tenancy 


SETTING 
THE SCENE ~ 
FOR RECEPTION 


By Kimball Darby 


poration’s reception area, the architectural firm 
of Kenneth H. Ripnen Co., New York, specialists 
in office and plant layout, present two different 
views of the same reception room, the object 
being to give the client as much latitude as pos- 
sible in arriving at the room of his choice. In 
viewing two renderings such as these, the archi- 
tects foresee a desire on the part of the client 
for the inclusion of certain features of one plan 
in the other. Both schemes call for treatment of 
the room in the modern manner, though scheme A 


by uniformity of lighting 
and floor covering in 
elevator lobby and recep- 
tion room. 


AMECEPTION ACOM- 
sone we 
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SCHEME A 


shows a room tinged with a suggestion of the 
traditional by the use of period end tables and 
lamps. Modern treatment of the space in Scheme 
B is entirely unrelieved. 

Glass, where used, for the most part is of the 
transulcent variety. The wall behind the long 
bench in Scheme B is of marble. Lighting pro- 
posed for Scheme A is luminous—through « ceil- 


ing that is almost all glass. The floor in both 
schemes is recessed for the deep-pile carpet. 
Scheme B shows ceiling spot lights. The un- 
carpeted areas of the floor in Scheme B can be 
covered with simulated terrazzo or a coniinua- 
tion of the rubber floor tile found in the elevator 
lobby. 

Reference to the picture of the lobby found on 


While unmistakably modern in 
its feeling, Scheme A _ retains 
enough of the traditional to give 
the room a touch of traditional 
warmth and comfort, pleasing to 
the more conservative. 
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SCHEME B 


the top of page 29 gives an idea on how to 
heighten the impression of the size of an office. 
In the case where a tenant shares the floor with 
another tenant (whose office entrance is ot con- 
ventional type), visitors can be given the impres- 
sion that the first tenant is a full floor occupant 


if his entrance is constructed entirely of trans- 
parent glass. In this manner the reception room 
and the lobby practically become a unit. The 
impression is heightened, of course, when lobby 
lighting and floor covering are matched inside 
the reception room. 


Designed throughout with close 
adherence to contemporary 
trends in office decoration, 
Scheme B succeeds admirably in 
being outstandingly modern with- 
out being extreme. 
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m™ NOMA CONFERENCE 

TO. APPRAISE 
OFFICE 

MANAGEMENT 


_ 


K. B. Willett (Hardware Mutuals, Stevens Point, Wis.), 
* 
- 
| 
: 
c 


president of National Office Management Association 


Auditorium, so that the sessions and the exhibit 
will be conveniently under one roof. 

Keynote speaker this year will be Colonel 
Willard Chevalier, vice-president of McGraw-Hill 
Book Co. A veteran administrator, Col. Chevalier 
is expected to speak specifically to the point on 
what office management must contribute to the 
resolution of today’s problems. 

H. J. Brogley, Johnson & Johnson Co., New 
Brunswick, N. J., will be chairman of this session. | 

Another interesting session will be that given 
over to a discussion of the office equipment indus- 


W. Miller Bennett (Inland Container Corp., Indianapolis, Ind.}, 
second vice-president 


Hugh Wichert (Fairmont Foods, Inc., Omaha, Neb.), 
first vice-president 


% WITH management in general sharply aware 
of the need in this period of deflation of increased 
oe emphasis on efficient operation, members of the 
7 National Office Management Association will 
gather in Philadelphia May 22nd-25th for the 
thirtieth annual international conference of that 
organization, with “Soundings in Office Manage- 
ment—1949” as the keynote. 

As for many a year, an important feature of 
this event will be an extensive exhibition of office 
equipment and supplies. 

The conference will have its formal opening at 
the headquarters hotel, the Benjamin Franklin, 
after which it will move over to the Municipal 


32 OFFICE MANAGEMENT AND EQUIPMENT May, 1949 


; ae ll lO oe OOo 
S fF ‘\ 4 ¥ s 4 = Ss ¢ % of ) 
7 he ee PS * # — oo 
. igh >) Se 2 a e ane 
i a eas : my ee ae ing 
: 4 é oe si i Pi op 
a > Mena : os  * e cat 
: lil A 4 fe a : — ee aa 7 a Gu 
ae qe Be < : =) ae 3 
; Crete a 
a , a es ee ise oe 
oe ae * ila ae - Ki ay ot nit om ‘ pa 
j - * tes ek rig aie. fs ee 3 Be. 7 : - tl 
os . — i . : i sary J 
. Ade aaa 2 W 
. : _ ke = : i me oe. 2 . . - 
.t ee * ! n 42 ‘4 ia Ss i”. Bs sy 
nF om wi - al a, ‘k Fre s es 
: “s Piet . Pky a F 
¥ “ bl i : 
a Ss 
» - ©: a fe ; D 
a ' ee ’ a “é ta d 
: sO ee ; 
i as ag aT ES sg psig 
a ok! ee <a : 
i: 
: <i "Ne 2d pe 
; awk BSSssne Iepicee guepaccai 
get . a are ae 
Le aie es, 3 
a ‘ r. ae a ag oan 
en WONT) A 
= \ } i . E F oa I i a i 
} x : aon i oO eee 
. ed ool ee 
’ — ae 
z = a King Pm er a ia : 
| Fe ie 
a oe : — ;. Sug ie a ae . 
he eos, | ee ay ia ae: 
ace Se 5 ate ‘Sas Ne ¥ ie haus mi" 
7 ee Na xn A as 3 _ 
: [ae EET, Ay ae eS. 
me a Ae ee gt ie : es y ae 
Ea ape ie * a Mid ir Mes ” 
i 14 we 2 oo Meee ’ Be a oe 
P' ay ‘ a ve Se : a * 1B e : nemo = i 
= ; es & aie . a 4 } Sin re Wes 4 
a. a ah ~~ : ee. i Vi, ha : -_ 
pe me. Fe ee ee bid 1: a a 4 4 at 7 
5 4 ee ; — oe. ' Ff 
| Bic fi — ei Ff | 
a 7 2g ; , i ; ah i 
‘eG ty é. a i 
“a ee ss ft 
~_ - rail ene e r } 
: { 4. es : - ee 
eh m.  & a. | 
cl | A BS ey oe 
tire a oi, hes Jn ag eS ; F H : 
" eh ee ae lk ot .% i 
: ) o = te sel ay 2 ue i is 
2 ‘ ee - , Me | 
Ld o>? ue 3 “ge ® ey > eer, he it | 
ae eee, as 
ee tS emi . : , 
“aA a? ‘See “— a »” > ‘ 
a a+ “s ? a, 2 ig 
£ Soe ix & a x + < , 
oem Bae | 
3 sf Se t ml ee $ 
Fa MT ee oy sol / P 
m 73 iW oes 4 PC ey = conte 3 
ae Se - ae ; 
ae _— os > = 
— o- a f re ; 
; : Fd : me? a e ; 
rs, 4 
' oT i " a co 7 > ates [ae ms et ’ ea ae eh =. : o> 3 ae Pes 
eee s A ~~. Ri, C= eae: a a a = - rt <2 < + 
ge ee Gers Sire ae “ ee ee Ra = a in: = re ee oe § , 
Ptaam . ae Oe eee ¢ Pee me 2 /| See oe lee 


chibit 


lone] 
’-Hill 
valier 
it on 
» the 


New 
sion. 
riven 
idus- 


rd.), 


1949 


by E. D. Taylor, administrative vice-president 
of the Office Equipment Manufacturers Institute, 
and John J. Reinecke, executive secretary of the 
Wood Office Furniture Institute. Also contribut- 
ing to this session, which will mark the official 
opening of the exposition, will be Fred M. Deane, 
Gunn Furniture Co., and Edward M. Douglas, 
International Business Machines, presidents, re- 
spectively, of these associations. 

David E. Griesemer, Babcock & Wilcox Corp., 
past president of the Office Executives Associa- 
tion of New York, NOMA’s New York chapter, 
will be the main speaker at a session devoted to 
systems and procedures, after which R. E. Shull, 
Socony-Vacuum Oil Co., New York, and C. F. 
Fleckenstein, Standard Accident Insurance Co., 
Detroit, Mich., will become the core of a panel 
discussion en this subject. E. H. Conarroe, Metro- 


Offices traditional—Philadelphia City Hall 


1s 2 


ts 


<r 


= ne SS ee es 


q 


May, 1949 


( 
a 

‘ 
4 


Pa 2 
~~" 


Offices modern—headquarters of Philadelphia Saving Fund Society 


politan Life Insurance Co., New York, past presi- 
dent of NOMA, will be chairman. 

Other sessions have the titles “Fundamentals 
of Employee-Employer Relationships’; “In- 
service Training,” in which the achievement of a 
balanced training program, mutually beneficial to 
the company and the individual, will be discussed ; 
“Office Employee Unions Problems,” an effort to 
throw light on the pitfalls confronting manage- 
ment in the early stages of organization; “‘Design, 
Construction, and Maintenance of Office Build- 
ings,” in which the office manager will be oriented 
in his approach to the problems attendant on the 
construction of new office buildings or the proper 
care of present quarters; “Control of Mailing 
Activities,” in which the speaker will concentrate 
on the proper handling of the mail department; 
“Attitudes and Abilities of Current High School 
Graduates”; “Employee Testing”; and “What 
Industrial Mobilization Means to the Office 
Manager.” 

Four of the sessions will be run concurrently. 

Other authorities in the various fields of man- 
agement who will address the convention are 
Harry L. Wylie, Pure Oil Co., Chicago; James L. 
Bryson, Mercantile National Bank, Dallas, Texas; 
Sam C. Black, Gates Rubber Co., Denver, Col.; 
Horace I. Seeley, Carolina Power & Light Co., 
Raleigh, N. C.; R. R. Huckell, California & Ha- 
waiian Sugar Refining Co., Crockett, Calif.; F. D. 
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By Ewing Galloway, N. Y. 


Convention Hall (Municipal Auditorium) 


Brosnan, Brookline Fabrics, Inc., Greenville, 
S. C.; Albert K. Wilson, architect, Wilmington, 
Del.; and John Crawford, Sun Life Assurance Co. 
of Canada. 

Also Robert F. Brown, Bird Coal Co., Phila- 
delphia; H. T. Henderson, Presbyterian Board of 
Christian Education, Philadelphia; Harry W. 
Nock, E. I. DuPont de Nemours Co., Wilmington, 
Del.; Oscar D. L. Mabry, Penn Mutual Life Insur- 
ance Co., Philadelphia; Harry Gallagher, Sears 
Roebuck & Co., Philadelphia; Dr. Dora F. Cap- 
well, Allegheny Vocational Counseling Center, 
Pittsburgh, Pa.; J. B. Andrews, Carnation Co., 
Seattle, Wash.; Dr. Joseph Tiffin, Purdue Uni- 
versity, Lafayette, Ind.; and William A. Gill, 
Office of Mobilization, Washington, D. C. 

As usual, a well thought-out program of enter- 
tainment and sighteeing is being planned by the 
convention committee so that delegates in their 
free time can not only enjoy a great deal of social 
relaxation but explore much of the historical 
background of the nation’s birthplace. 

A long list of manufacturers of office equip- 
ment, machines; and supplies are scheduled to 
exhibit their products. Here are the names avail- 
able up to press time: 


At the Office Equipment Exhibit 


Acme Visible Records, Inc., Philadelphia. 

Addressograph-Multigraph Corp., Cleveland, Ohio. 

Alliance Ribbon & Carbon Co., Philadelphia. 

American Automatic Typewriter Co., Philadelphia. 

American Business Systems, Philadelphia. 

Art Metal Construction Co., Jamestown, N. Y. 

A. R. Baker Co., Philadelphia. 

Bankers Box Co., Chicago. 

Barrett Adding Machine Div., Lanston Monotype Machine Co.., 
Philadelphia. 

Russell Ernest Baum, Inc., Philadelphia. 

Burroughs Adding Machine Co., Detroit. 

Business Furniture Co., Philadelphia. 

Cincinnati Time Recorder Distributors, Philadelphia. 

Clary Multiplier Corp., Los Angeles. 

Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, L. I., N. Y. 

Comptometer Div., Felt & Tarrant Mfg. Co., Chicago. 


Copy-Craft, Inc., New York. 

Ralph C. Coxhead Corp., Philadelphia. 

Davidson Sales & Service Agency, Philadelphia. 
Dazor Mfg. Corp., St. Louis. 

A. B. Dick Co., Chicago. 

Dictaphone Corp., New York. 

Commercial Furniture Co., Chicago. 

Samuel F. Curry, Inc., Philadelphia. 

Diebold, Inc., Canton, Ohio. 

Ditto, Inc., Chicago. 

Dubin Co., Inc., Philadelphia. 

Ecsons Co., Philadelphia. 

Thomas A. Edison, Inc., West Orange, N. J. 

Elliott Addressing Machine Co., Philadelphia.: 

The Esterbrook Pen Co., Camden, N. J. 

Forms, Inc., Philadelphia. 

Friden Calculating Machine Co., San Leandro, Calif. 
General Binding Corp., Chicago. 

The General Fireproofing Co., Youngstown, Ohio. 
S. L. Graves & Co., Philadelphia. 

The Gray Manufacturing Co., Hartford, Conn. 
Gunn Furniture Co., Grand Rapids, Mich. 

Charles R. Hadley Co., Los Angeles. 

Milo Harding Co., Los Angeles. 

International Business Machines Corp., New York. 
Jasper Chair Co., Jasper, Ind. 

Jasper Desk Co., Jasper, Ind. 

Jasper Office Furniture Co., Jasper, Ind. 

Jasper Seating Co., Jasper, Ind. 

Kee Lox Manufacturing Co., Rochester, N. Y. 
Philadelphia Bourse Building, Philadelphia. 

LeFebure Corp., Cedar Rapids, lowa. 

The Leopold Co., Burlington, lowa. 

The McBee Co., New York. 

McGraw-Hill Book Co., inc.. New York. 

Mail Room Equipment Bureau, Philadelphia. 
Manifold Systems Co., Inc.. Philadelphia. 

Marchant Calculating Machine Co., Philadelphia. 
Marcus & Co., Philadelphia. 

Monroe Calculating Machine Co., Inc., Philadelphia. 
Muse-Art Corp., Philadelphia. 

National Blank Book Co., Holyoke, Mass. 

National Cash Register Co., Dayton, Ohio. 
Neiman Steel Equipment Co., Inc., Philadelphia. 
Edgar Noll, Philadelphia. 

Office Equipment Association of Phila., Philadelphia. 
Indiana Desk Co., Jasper, Ind. 

Murphy Chair Co., Owensboro, Ky. 

Myrtle Desk Co., Hign Pcint, N. C. 

New Indiana Chair Co., Jasper, Ind. 

"The Office," New York. 

"Office Management & Equipment,"’ New York. 
Operadio Mfg. Co., St. Charles, Ill. 

Peirce Wire Recorder Corp., Evanston, Ill. 
Pennsylvania State Employment Serv., Philadelphia. 
Philadelphia Auditing & Calculating Co., Philadelphia. 
Pitney-Bowes, Inc.. Stamford, Conn. 

A. Pomerantz & Co., Philadelphia. 

Radio Corp. of America, RCA Victor Div., Camden, N. J. 
Remington-Rand, Inc., New York. 

The Reynolds & Reynoids Co., Dayton, Ohio. 
Rite-Line Corp.. Washingion. D. C. 

Robotyper Corp., Philadelphia. 

Rockwell-Barnes Co., Chicaqo. 

Royal Typewriter Co., Inc., New York. 

Safequard Corp.. Lansdale, Pa. 

W. A. Sheaffer Pen Co., Fort Madison, lowa. 

The Shallcross Co., Philadelphia. 

The Shaw-Walker Co., Philadelphia. 

The Sikes Co., Inc., Buffalo, N. Y. 

Simplex Time Recorder Co., Gardner, Mass. 

The SoundScriber Corp., New Haven, Conn. 
Standard Duplicator & Carboncrafters, Inc., Philadelphia. 
Sunroc Co., Philadelphia. 

Tension Envelope Corp., Kansas City, Mo. 

Tiffany Stand Co., Poplar Bluff, Mo. 

The Todd Co., Inc., Rochester, N. Y. 

Underwood Corp.. New York. 

Victor Adding Machine Co., Chicago. 

Visirecord, Inc., Philadelphia. 

F. W. Wakefield Brass Co., Vermilion, Ohio. 

John Wanamaker Co., Philadelphia. 

D. L. Ward Paper Co., Philadelphia. f 
Westinghouse Electric Corp., Pittsburgh, Pa. } 
Wheeldex Mfg. Co., Inc., White Plains, N. Y. 

Frank Wolf Co., Inc., Philadelphia. 

Wood Office Furniture Institute, Washington, D. C. 
Woodstock Typewriter Co., Chicago. 
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By A. Devaney. Inc., N. Y. 


% ANOTHER APPLICATION of the same prin- 
ciple of control discussed in the first installment 
of the article in the April issue can be made in 
planning and assigning the work for a steno- 
graphic pool. 

Many companies in recent years have found 
the use of a central typing pool for the majority 
of stenographic work to be more economical and 
more flexible than the use of individual stenog- 
raphers for each executive. However, significant 
weaknesses in the operation of central steno- 
graphic pools have become apparent in practice. 
The most important weaknesses are: 

1) It is difficult to balance the weekly load 
for each stenographer so that one person 
is not idle while another is overloaded. 

2) The transcription supervisor does not 
know, without contacting each stenogra- 
pher, when one will be free for additional 
work. The larger the group, the more diffi- 
cult this problem is. 

3) It is not always possible for the person 
dictating to get the same stenographer 
most of the time. 

4) In many cases, the work is not sent out 
the same day it is dictated and promises 
along these lines are unreliable. 

By using a simple planning chart, similar in 
principle to the one previously explained, it is 
osonagg to overcome the objections described 
above. 


In addition, the best use of typing capacity can 
be assured, as the work ahead of each typist can 
be determined at a glance. The chart indicates 
the points at which the transcription supervisor 
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By W. B. Atchison, Jr. 
of Wallace Clark & Co., New York 


Second of two articles; the first appeared 
in the April issue 


must equalize the load ahead of each stenogra- 
pher, thus preventing an overload for any one 
person. 

The supervisor uses a sheet ruled the same way 
as Fig. 2 (pages 36-37, April issue) which shows 
the hours of the day, each hour being divided 
into four fifteen-minute periods. In the first left- 
hand column, she lists the names of the stenogra- 
phers. In a small column to the right of that 
used for the names, she lists the girl’s normal 
rate for typing a page. This is entered in min- 
utes per page and represents the particular girl’s 
average over a period of time. 

When the stenographer returns to the sten- 
graphic department after taking dictation, she 
turns in a slip showing the time of her return 
and the number of pages to be typed. After a 
little practice, a stenographer can easily determ- 
ine the number of pages of shorthand notes which 
make a typed page. 

The supervisor then multiplies the number of 
pages to be typed by the typing rate per page 
shown on the chart for the particular girl. This 
time is reserved on the chart for the typing re- 
quired by drawing a heavy black line opposite 
the typist’s name. The line starts at the time the 
work will begin and ends with the time the work 
will finish. (See Fig. 3).* 

On receipt of a call from a person wishing to 
give some dictation, the supervisor determines 


* This chart is taken from The Gantt Chart, by Wallace 
Clark. 
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from a list which girl usually handles his dicta- 
tion. She then looks to see when that particular 
girl will be available to take dictation and so ad- 
vises the caller. If he is in a hurry and cannot 
wait, he is given another choice of those available. 

To finish all the letters the same day and get 
them into the mail, the dictation and typing must 
be distributed evenly over the entire stenographic 
force. This prevents one person from getting 
more work than she can handle and another from 
being idle. 

If it is not possible to finish a letter the same 
day, the head stenographer advises the appro- 
priate executive. If the dictation is taken late in 
the day and the letter must be rushed out the 
same day, the head stenographer reviews some of 
the typing that has already been planned and de- 
termines which is of lesser priority. She then 
contacts the man who dictated this work to get his 
permission to delay his work, telling him the 
reason why. 

During the day, the head stenographer checks 
with the typists, if they go over the period speci- 
fied on the chart. This is done to get help for 
the typist if she is delayed and to finish the letters 
in the time scheduled. 

Planning the work for stenographic pools is 
most effective when there are six or more stenog- 
raphers. Less than this number are not difficult 
to plan, and the head stenographer can easily re- 
member the work assignments. 


What technique supplies 


The type of action and information this tech- 
nique supplies for typing pools can be summar- 
ized as: 


1) The load of work can be equalized for the 
entire department, thus no one person will 
be given work beyond the limits of her ca- 
pacity. 


2) Rapid determination of the stenographer 
who will be available and when she wil] jp 
ready to start. 

3) Accurate promises to each executive ag ty 
when his letter will be finished for mailing 

4) <A method of checking performance agains 
schedule. 

Success in getting the best use of typing pools 
as in business machinery, depends on simple anq 
effective methods of planning the work and seeing 
that the plan is completed. 


Getting Maximum 
Utilization of Equipment 

Management’s responsibility in getting the bes 
performance from its business machinery and ty 
balance capacity against requirements is a field 
consistently overlooked by many executives as q 
source for reducing costs and increasing prodye- 
tion in the office. 

There are few executives who know the percent 
of utilization of their office machinery and the ya- 
rious causes of machine idleness. The greater 
the quantity of machines, the more difficult it js 
to determine the effectiveness of utilization and 
the action necessary to increase it. 


Coping with many machines 


In a small installation of five or six machines, 
the supervisor can keep in touch with all the con- 
ditions which arise from day to day and take im- 
mediate action to correct them. However, when 
the number gets over six or seven, it becomes 
more difficult to cope with daily problems and 
keep the trends of machine utilization in mind. 

To enable management to watch and control 
the idleness of business machines, the writer will 
describe a method which is simple and permits 
the person responsible to get at the heart of the 
trouble. A similar technique, known in manuv- 


3 
At 9 o'clock the lines indicate that Miss Gray and Miss White were the only ones who had 
work left over from the previous day. At 9:30 Miss Green returned from taking dictation 
with notes in her book which would take about an hour and a half to transcribe. When 
this chart was reproduced at 3:15 p.m., the first two stenographers had work ahead of 
them, the next two had nothing ahead and could take more dictation. 


Wednesday, July /4 
MIN. | Fd 
Miss es lo Y 2 y 2 “ 
Brown. /0 
Black 5 
Gray 12 
Green 15 
White 5 
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Fig. 4. Business machine utilization chart 


facturing as the Gantt Summary of Idleness 
Chart,* has been used successfully many times 
for determining the effectiveness of utilization of 
manufacturing machinery. More recently, with 
some modifications to fit the particular situation, 
the principles of this technique have been applied 
to office machinery to secure the best possible 
utilization. 

The report to the executive responsible for the 
administration of the department has been titled 
Business Machine Utilization Chart, in order to 
eliminate confusion with that used in manufac- 
turing. An example appears in Fig. 4. 

In the heading of the chart appears the name 
and number of machines for which the chart is 
prepared. In this particular example it is for 
twelve bookkeeping machines. 

The ending dates for the weeks appear on the 
chart in the first column to the left. The hours 
of capacity for the particular week (including 
holidays) appear in the next column to the right 
of the date. 


 —__ 


* Production Handbook, by Leon Alford, page 216. 
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The percentage of capacity used is figured by 
totaling the hours of idleness shown in the set of 
columns, “Hours of Idleness,” and then dividing 
this total by the total capacity. This results in 
the per cent of idleness. The percentage of idle- 
ness subtracted from 100 results in the percent- 
age of utilization which is indicated in the set of 

(Turn to page 72) 


WE ARE MOVING TO NEW OFFICES 


After many years at 260 Fifth Ave., New York, the offices 
of "Office Management and Equipment” and the three 
other magazines published by Andrew Geyer, Inc., are 
being moved on June Ist to 212 Fifth Ave., at 26th St., 
two and a half blocks south of the present location. 

The entire eighth floor at that address will be occu- 
pied. The move, necessitated by the expanding business 
of the Geyer Publications, will make possible the con- 
solidation on one floor of activities which have had to 
be spread over three floors at the old location. The new 
offices will be double the area of the old. 
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Friendly warmth is reflected in Allegheny Ludlum's reception room. Photo-mural is of the 
company's main steel mill at Brackenridge, Pa. 


PLANNING A SALES OFFICE 


By Grace Buckley 


% A NEW LAYOUT and restful decorative 
scheme, planned for the New York sales office of 
Allegheny Ludlum Steel Corp., at 60 East 42nd 
St., by Miss Edna May Toombs, staff member, 
have created an ideal working background that 
permits the personnel to handle the daily volume 
of orders with a marked reduction in tension and 
effort and to realize maximum benefit from the 
efficient office methods employed. 

Miss Toombs, with practical experience in 
architecture and interior decoration, carried out 
the new office scheme without seriously interrupt- 
ing her regular office schedule as secretary to 
B. W. Johnson, district manager, which includes 
employment of women applicants and buying of 
furniture, office supplies, and equipment. 

Her experience as a worker in the office, and 
familiarity with office routine, were helpful in 
determining the physical changes important for 
more efficient functioning. Only minor altera- 
tions such as new partitions or removal of old 


ones were required for the new layout, so that 
there was no serious disturbance of regular office 
work. At the same time Miss Toombs planned 
a decorative scheme for inviting appearance, com- 
fort, and warm feeling. 

One of the important innovations was the 
soundproofing of ceilings. With an approximate 
70‘< reduction in noise, telephone calls are more 
satisfactorily handled and tension generally re 
laxed. Wall to wall carpeting throughout the 
suite furthers quiet as well as comfort. 

Eliminating a gate that was formerly placed 
at the lobby entrance, the new layout includes 4 
reception room that conveys a hospitable wel- 
come. A wall mural depicting the Brackenridge, 
Pa. plant of the company, is one of its interesting 
features. A green striped love seat, end tables 
with lamps and smoking accessories, beige leather 
chairs, and mahogany occasional tables blend into 
the soft green background colors. The recep 
tionist and switchboard operator sits at a curved 
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Order department at Allegheny Ludlum New York sales office. 


mahogany desk, specially designed to disguise the Murals of plant processes decorate the cheerful 
switchboard, and blend it into the 18th century little lobby, where a red love seat contrasts with 
decor of the room. green walls. (Turn to next page) 


Miss Toombs’ plan for the office 
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The offices of the district manager and his as- 
sistant, directly adjoining the reception room at 
one side, are carried out in the same color scheme. 

One of the most important changes effected by 
the new plan is the centralization of files, which 
were formerly distributed in offices where space 
was available, in the order department, a single 
large office at the rear. Two separate offices pre- 
viously placed side by side in this location were 
combined to form the long rectangular area. 
Order department executives occupy desks at one 
end of the room, close to the windows, and at 
the opposite end are the desks of the filing staff, 
with filing and storage cabinets ranged against 
the walls. This handy location of files proves 
decidedly time-saving, eliminating delays that 
often occurred in the past. 

The large desks used by the file clerks are 
brought close together for convenience in han- 
dling material, for ease of communication. A 
Pendaflex desk top file, used for copies of letters 
rushed out at the day’s end, saves precious mo- 
ments and prevents filing errors or mislaid car- 
bons when clerks are hurried. 

This spacious office, with warm red carpeting, 
mahogany furnishings, and matching filing cab- 
inets, is as attractive as it is efficient. 

The new layout has also created a special room 
for teletype equipment, located at the rear of the 
order department. Walls and ceiling of this room, 


The teletype installation 
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Receptionist and switchboard cperator at Allegheny Ludlum 
New York sales offices. 


formerly a stockroom, are soundproofed. The 
teletype operator, when not on duty, has a desk 
in the department proper, just outside the special 
room. 

The teletype, used to communicate with three 
of the Allegheny Ludlum steel mills, in Bracken- 
ridge, Pa., Watervliet, N. Y., and Dunkirk, N. Y., 
is operated on a regular schedule. Thus messages 
to a particular mill are typed and ready for trans- 
mission in advance. 

One of the interesting phases of the order de. 
partment’s teamwork, for which it is now phys- 
ically geared, is the coordination of all informa- 
tion pertaining to orders. This system, which has 
long given proof of its efficiency, functions 
through one man in the department who sees all 
orders and correspondence, and makes certain 
that all significant facts are passed on to the 
salesmen, who are at their desks only one day 
each week. In their absence, this order specialist, 
through coordinated information, is able to an- 
swer inquiries relating to their accounts. One of 
the regular order forms, which are made out in 
duplicate, is given to the mill, together with cus- 
tomer’s original order, while the other is retained 
in the files. In addition, a copy of the order typed 
on pink paper goes to the salesman. The same 
color is used for copies of related correspondence 
and similar material passed on to him. Copies 
for the files are made on yellow tissue for easy 
identification and space-saving. 
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Agitair air diffusers in president's office, City National Bank, Houston, Texas 


SOME FACTS ABOUT AIR CONDITIONING 


By E. Grover Into 
of Kenneth H. Ripnen Co., Inc., New York 


Second of two articles; the first appeared in the April issue 


* FOR THE BENEFIT of the prospective pur- 
chaser of air-conditioning, the true index from 
an investment point of view is the yearly cost of 
owning and operating a system, which should be 
based on the cost per square foot of rentable 
space. 

The intelligent buyer who recognizes that a 
competent economic study is a virtual necessity 
usually regards air-conditioning as a long-term 
investment, with adequate evaluation of the total 
annual capital and operating charges, and the 
contribution the equipment may make toward 
annual income rather than the mere considera- 
tion of initial cost. 

Owning and operating costs can be resolved 
Into (a) fixed charges, (b) maintenance costs, 
and, (c) operating costs. 


May, 1949 


The total annual fixed charges on the installa- 
tion of air-conditioning are the sum of annual in- 
terest charges at the current financial rate on 
the capital expenditure, plus amortization, rent, 
taxes, and insurance. Interest is generally based 
on the unamortized balance. 

Where the purchaser of air-conditioning is 
willing to consider his investment as being spread 
over a period of years, the length of the amortiza- 
tion period depends largely on judgment, the 
character of the business, and the problems of fi- 
nancing. In arriving at the amortization period, 
deterioration and obsolescence are factors that 
are normally considered. 

It is generally acknowledged that heating and 
conditioning systems available today have a life 
about equal to that of the building structure, and 
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that obsolescence and depreciation is no more 
rapid than that of other mechanical equipment 
in the building. Mechanical equipment which 
is accessible usually can be kept functioning effi- 
ciently for many years with proper operation 
and adequate maintenance. There are, of course, 
certain inaccessible elements which may be sub- 
ject to corrosion, which naturally have a limited 
useful life, at the end of which complete replace- 
ment is necesary. 

From the standpoint of obsolescence, it seems 
perfectly logical to assume that for medium and 
large buildings the state of the air-conditioning 
art is sufficiently stabilized to warrant consider- 
ing the installation of a modern system over a 
long-term period without any risk from this 
source. 

The rate of insurance can vary considerably 
depending on the type and age of the building 
structure as well as a combination of other fac- 
tors. 

The space occupied by the air-conditioning 
apparatus represents a value in terms of rent, 
a factor that is usually considered in the selec- 
tion of equipment. 


Maintenance cost 


Maintenance involves the cost of service re- 


Agitair air diffusers in acoustical tile ceiling in offices of John Hancock Mutual Life 
Insurance Co., Boston 
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placement materials, labor costs for making yp. 
pairs, replacements, cleaning the equipment, rp. 
placing oil and refrigerant, cleaning air ducts, 
painting different parts of the installation, ang 
a number of other items incidental to the gep. 
eral maintenance and upkeep of the system. This 
item is so largely variable that no attempt will be 
made here to reduce it to figures. However, jy 
the past from 1% to 112% of first cost has been 
considered a fair assumption for maintenance 
cost. 
Operating Costs 


Operating cost in this particular discussjoy 
comprises (a) energy cost, which refers to the 
cost of services such as power, steam, water, fuel, 
etc. used to operate the system, and the labor cost. 

Refrigeration equipment operating cost repre. 
sents a high percentage of the total operating 
cost because it is the largest consumer of water 
and power. For systems using water-cooled con. 
densers, the condenser temperature is normally 
selected to achieve an economical balance between 
power and water costs. Where a cooling tower 
or evaporative condenser is used, its size should 
be a balance between investment and power cost. 
The function of these two elements which are re- 
lated to the economics of the situation is pri- 


(Turn to page 66) 
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“ AUTOMATIC ORANGE JUICER, a compact steel unit, 
S_ pri- 22 x 16 x 9% inches, selects, feeds, cuts, and pours the juice of 
each orange into the waiting container, and drops the peel into 
a concealed receptacle, all before patron’ eyes. One sinale touch 
of the push-button is all that is required to produce a drink, 


as four selector keys, including a repeat-button, automatically ABOVE: 

calculate the number of oranges wanted, and send them rolling MACHINE-MADE, yet having the appearance and characteris- 
down the shining runway. Fully automatic, quiet, and capable tics of a hand-finished product, is the new distinctive Random 
of producing 1200 drinks per hour, the machine has a central Clear Insulux glass block being introduced by the American 
reservoir unit with attendant mechanism that comes out with Structural Products Co., a subsidiary of Owens-Illinois Glass Co., 
a single pull of a handle for easy cleansing. Electric current Toledo. The smartness of the new block lies in its non-geometric 
shuts off immediately when machine is opened. For use in indus- face design which gives the cool, sparkling appearance of melting 
try-owned restaurants, canteens, hospitals and institutions, the ice. The glass itself is crystal-clear and transparent but subtle 
machine is priced at $660 f.o.b. factory, and is manufactured irregularities in the contours of the block faces create endless 
by the Automatic Orange Juicer Corp., 22 Park Place, New York. image variations. Although the new block is actually manu- 


factured by precision methods, a random effect has been achieved 
by using several slightly dissimilar molds to form the two halves 
of the block, and then using different combinations of halves. 
As a result, it is possible to build panels of nearly one-hundred 
glass blocks in which no two block faces are identical. 


LEFT: 
IMPROVED MICROFILM READER, 16 mm., equipped with a 


new electronically controlled microfilm transport which eliminates 
many wearable parts and provides constant film speed under all 
conditions, is announced by American Optical Co., Scientific 
Instrument Division, Buffalo, N. Y. The new transport, makes it 
possible to empty a completely filled reel of microfilm in 50 
seconds without danaer of breakege or stretching. When turned 
down to its slowest point of movement, the film can take as long 
as 40 hours, or one frame a minute, to cross a 12-inch screen. 
The new drive eliminates over 100 moving parts. and also varies 
the speed of the motor electronically, thus providing a constant 
film speed over the aperture regardless of how ful! or empty the 
driven reel may be. Transport operates on 60 cycle AC current 
which has a line voltage of between 90 and 125 volts. In addi- 
tion to the new transport, the AO reader has incorporated a new 
type of reflectionless, texture-free projection screen which reduces 
the possibility of eye sirain in reading microfilm. Eye fatigue is 
further minimized by an iris diaphragm which enables the user 
to control the illumination to suit his own eyesight. The opticai 
system of the reader alse contains a new, highly efficient heat- 
absorbing glass filter which protects microfilm from damage. 
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LEFT: 


NEW BLUEPRINT CABINET built of top-grade furniture stee/, 
of modern design and rigid construction has been introduced by 
All-Steel Equipment, Inc., Aurora, Ill. The cabinet is designed 
for use in drafting and map rooms and wherever large size sheet: 
are to be filed flat for quick access and safe protection. The 
cabinets are made up of either five- or three-drawer units, obtain- 
able in practically all sizes up to 48 x 36 inches. ASE engineers 
have designed a drawer suspension which assures quiet and free 
drawer action, and cabinets are available in either dawn gray 
or olive green. 


4 
> 


BELOW: 


VAPOMATIC, a high capillarity vaporizer, developed for the 

purpose of chemically disinfecting air, is manufactured by M. F. 

Robertson Sons, Inc., Lansdowne, Pa., and sold under exclusive 
agreement with the Children's Hospital of Philadelphia. Through 

the design of the unit, the Glycol vapors are dispersed into the 

atmosphere at a uniform rate. Fabricated from durable aluminum 

alloy, attractively finished, it requires very little maintenance, 

has no moving parts, and is silent in operation. A single vapor- 

izer, under normal conditions, will produce sufficient Glycol vapors 


: ABOVE: 
iat to treat an area of 3,000 to 6,000 cubic feet of space. Re- . 
ee quirements are determined by a carefully calculated ged PORTABLE POSTING AND FIGURING MACHINE, designed 
oa to give smaller business organizations mechanical bookkeeping 


advantages previously available only in much more expensive 
accounting equipment, has been announced by the Underwood 
Corp., One Park Ave., New York. In addition to posting of 
accounts receivable, accounts payable, general ledger, payroll 
and other records, this Sundstrand Portable Posting Machine can 
be used for problems of addition, subtraction, multiplication and 
division. A complete record and proof of all work is auto- 
matically printed to permit accurate checking of all figures. 
Operation of this machine can be learned in a very few minutes 
since all work is accomplished with the ten key natural sequence 
keyboard built for touch figuring. A convenient slide auto- 
matically selects the debit or credit column, and dates and de- 
scriptive symbols are automatically printed. Machine is finished 
in non-glare gray with laminated plastic keyboard cover panels 
and ringless, ivory plastic keys for entering figures, dates and 
symbols. 


RIGHT: - 


HOWARD HURRICANE "12", a cool air circulator that is 
said to operate with economy and proficiency when hung on the 
wall, suspended from the ceiling, stood on its side, put in the 
window, or set on the floor, is from the Warren Engineering 
Corp., 121 North Pulaski Rd., Chicago. A special bracket hold: 
the unit firmly when turned on its side. It is light in weight, 
equipped with a comfortable carrying handle for easy portability, 
has an insulated 12 foot cord and handy switch. A heavy duty 
4 pole motor drives the clover leaf fan blade. A heavy chrome- 
plated guard provides protection against contact of clothes or 
fingers. The Hurricane cools the air in the summer and dis- 
tributes the heat in the winter and as a heat distributor, it may | 
be placed either on the radiator or heater for maximum heat 
efficiency, drawing out and dispensing hot air. It cannot be 
upset, tipped over, may be moved in perfect safety by the 
carrying handle, while in operation, and when placed on table, 
desk or other surfaces, it will not walk or creep. Carries the 
manufacturer's one-year guarantee and the Underwriters Labo- 
ratory approval. Retail price at $22.75. 4 
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ABOVE: 

TWO NEW CHAIR BASES have been developed by the General 
Fireproofing Co., Youngstown, Ohio, to provide better seating 
facility for cashiers, draftsmen, bookkeeping machine clerks and 
telephone operators. Both bases have adjustable foot rungs and 
great stability and balance. They can be furnished with either 
standard or piano stool irons, the latter being especially con- 
venient where a number of people alternately use the same chair. 


ABOVE: 
INTER-OFFICE COMMUNICATIONS are facilitated by two- 


way electronic Callmaster made by Lyman Electronic Corp. 
Springfield, Mass. Designed to be set up as a master set with 
as many as six substation sets, the master can call any one or 
all of the substations by turning selector dial (not shown on 
model pictured) and paging switch. Substations can call master, 
but not each other and can not “eavesdrop.” Another setup 
can be made with a master and a single substation unit or with 
as many as seven master units in one system, each able io page 
one or all of the other stations. As many as three separate con- 
versations can go on simultaneously. The shock-proof cabinet 
is available either in mahogany-type finish or the Plaskon ivory 
shown. Compactly built, 7 x 5!/2 x 3'/2 inches, the sets use less 
space than a telephone and have two watts power output with 
full volume control. Complete sets retail at about $45 for the 
master units, substations at about $11, east of the Rockies. 
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ABOVE: 


NEW DROP LEAF STAND that features a fine finished 34-inch 
Plywood top in walnut or oak finish, is introduced by the Tri- 
Par Mfg. Co., 3242 South Pulaski Rd., Chicago. Known as the 
Victor 1400, the stand has an under-carriage of one inch heavy 
gauge tubular steel, welded throughout. The steel framework 
has a baked-on walnut finish, and it is equipped with free rolling 
casters. 27!/2 inches high, with a top measuring 16 x 18 inches, 
and drop leaves 9 x 15 inches, the stand is packed one to a 
carton, set-up. Shipping weight is 22 pounds. 


ABOVE: 


COPY-RITE liquid duplicator, produced by the Wolber Dupli- 
cator & Supply Co., 1201 Cortland St., Chicago, is said to repro- 
duce anything written, typed, or drawn on a single master sheet. 
Copies are made from this sheet inserted on a drum, and up 
to 200 copies are obtainable from one master. Made of heavy 
gauge sheet steel, duplicator stand is 32!/2 inches high, with a top 
surface of 17 x 26 inches. Two pull-out shelves, one at each 
end of top, give a working space of I7 x 50 inches. Storage 
space is 16 inches deep x 26 inches wide x 29 inches high. Choice 
of grey Hammerloid or black crinckle finishes. In the March 
issue we stated that the duplicator itself was 32!/2 inches high. 
This was incorrect. It is the stand upon which the duplicator 
rests, that is of the height we quoted. 
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ABOVE: 


WORKMASTER EXECUTIVE chair is from the Riteform Chair 
Co., Inc., 43 South Oxford, St. Paul. Its features include Flo- 
Tilt, in which the seat and back tilt together; all aluminum base 
with brushed satin aluminum finish; and Koylon foam rubber 
cushion which is 19 x 16 x 3 inches. Also has an adjustable 
seating height of 17 x 20 inches, and a back height of 17 x 16 
inches. Chair is finished in a choice of genuine leather, Gros 
Point, Claremont, or Imperial Kalistron. Priced at $110 for 
the latter finishes, slightly higher for the leather. 


BELOW: 


STEEL SHELVING UNIT produced by the Hilco Mfg. Co., 
1721 Elston Ave., Chicago, is an adjustable open-type, which 
features angle construction. This style of cabinet is one of many 
produced by Hilco, and is available in standard sizes as well 
as special made-to-order units. 


46 OFFICE MANAGEMENT AND EQUIPMENT 


BELOW: 


A NEW IDEA in the typewriter world is the Color Vision key. 
board. After a scientific study of what makes a typewrite, 
keyboard hard to read and uncomfortable to the touch, Smith. 
Corona Typewriters, Inc., Syracuse, N. Y., developed rimless; 
plastic keys shaped to the curvature of the fingertips and colored 
them a special non-glare green. The key tops actually cup the 
fingertips and their restful green color clearly silhouettes the 
letters without annoying reflection. Departing from the tradi. 
tional black, the new Smith-Corona is finished in two tones of 
gray and beside the ColorVision keyboard, features an exclusive 
Automatic Margin Set that lets typist set both left and right 
margins with one hand in one second, also a new three-position 
paper bail, improved line registration and a touch selector that 
eliminates the usual heavy resistance at the beginning of each 
key stroke. 


BELOW: 


ATOMLINER, the all steel utility stand manufactured by Maso 
Steel Products, 500-32 South Throop St., Chicago, requires only 
five minutes to assemble, the company says. It is so designed 
and constructed that only eight bolts are required for assembly, 
all parts except the legs, being preassembled at the factory. 
Packed one to a carton, the stand's other features include heavy 
gauge, all steel top; elbow type drop leaf arms, one-inch steel 
tubing legs, and a choice of green, office grey, or walnut finishes. 
It stands 27 inches high, and is said to take a weight of over 
379 pounds. Shipping weight is 19 pounds per carton, F.O.B. 
LaCrosse, Wis. 


MASOS _ 


ATOMLINER 
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AUTOMATIC FORM FEEDING MACHINE, easily and quickly 
clamped to any desk, feeds single-set one-time carbon forms 
directly into the typewriter or billing machine on a mass-produc- 
tion basis. It can handle forms of from two to twenty parts, 
up to 9 inches in width and 1434 inches in length. A full day's 
work can be stacked into the feeding compartment at one time. 
Feeding is fully automatic. The typist simply presses a button, 
and the machine drops a complete set of forms into place, 
aligned and in register for instant use. The feeder may be trans- 
ferred from one desk to another in a few seconds. At no time 
is the typewriter or billing machine "tied up". It remains free 

. Maso and clear for ordinary correspondence or other “hurry-up work" 
s only without removing the feeder. From American Business Systems, 
signed 1229 Belmont Ave., Philadelphia. 

embly, 
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ABOVE: 

TELEPHONE MUFFLER snaps on to speaking end of phone, 
enabling user to hold a private conversation which can be heard 
only by the person at the other end of the wire. Made of an 
unbreakable material, muffler comes individually boxed. Retail 
priced at $1. Product is manufactured by and available from 
the Cleevelandt Corp., 33 West 46th St., New York. 

RIGHT, top io bottom: 

FIVE OF THE LATEST desk models from Security Steel Equip- 
ment Corp., Avenel, N. J. Top te bottom: Crestline MSF-46, 
46 x 32-inch flat top desk, with a height of 29 inches or 30!/2 
inches. MCM-60 calculating machine desk with curved bed front, 
: concealed wire opening, top size of 60 x 32 inches, bed height of 
24 11/16 inches. MCM-46-EP calculating machine desk with curved 
, bed front, concealed wire opening, but with a top size of 46 x 32 
inches, overall height of either 29 or 30'/2 inches. Vert-A-Fold 
desk, offered in 60, 55, and 46-inch sizes. A flip of the catch and 
typewriter folds down to a vertical position and a gentle push 
stores it away in the pedestal. MTFB-60 double-pedestal fixed bed 
desk, useful for billing machines and the like. Has overall top size 
of 60 x 32 inches, machine bed size 2634 x 30 inches, pedestal 

949 width of 16 7/16 inches. 
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cas REMOVER, model GIA, is the latest ty duced b oe os 
, mode _ is the lates e produce ‘ , 

Bostitch, 755 Mechanic St., Westerly, R. |. It a eimel that Peony gy a 22 eee, & Pa bmg Bare 
this new model will remove all paper size staples and lift them Angeles \aade of de st aicdieaas dea a n - 
without tearing the paper. After removal, the ejected staple is finished in iianenines mn Rexcggeogl We Ns Phe 
A we apr it from fying e desk Rat % the person. olive green. It is 14 inches high, 13 inches long, and 834 inches 

vereme lm other @ smee eS a wide, with the top finished with satin aluminum trim. It is [ist 
priced at $3.95. 
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WHEN OPENING the Lotter Parallel Compass, the lower parts 
of the instrument open automatically in vertical position to the 
paper, thus allowing adjustment to any desired size. By using 
the Micrometer screw on the lower left part, extremely fine posi- 
tion adjustments can be made. Needle will not puncture paper. 
By using either of two extension bars, finished circles may be 
drawn up to 24 inches in diameter, thus eliminating the use of 
a beam compass up to this size. The Lotter Tel pe Extensi 
Bar eliminates use of a separate extension bar for making large 
circles. With this device, the bar is simply pulled out of the 
‘ leg of the compass to the desired length, and its ready. This 
ne extension bar is furnished on all grades of the Lotter compass. 

The sole American distributor of the line is Nobema Products 

Corp., 141 Greene St., New York. The first American showing 

of this well-known line was presented in April at the New York 

Museum of Science and Industry, under the auspices of the 
; American Military Government. 


ABOVE: 


zak 


RIGHT: 
DISCONTINUED DURING THE WAR because of metal restric- 


tions, the Bandes desk set line is now available again, in fourteen 
styles. According to company, Julius Bandes & Co., 126 West 
22nd St., N. Y., these are the only complete black glass desk sets 
on the market today, each having pen and holder, rocker blotter, 
calendar, envelope opener and desk pad. The 1949 line has 
been improved ir both materials and styling. List prices range 
from $12 each for single pen sets with imitation leather pads, 
to $21 each for the deluxe double pen sets with top grain — ae 

leather pads. : -- = 
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RIGHT: 

FLAT TOP DESK, a part of the new line from the Invincible 
Metal Furniture Co., Manitowoc, Wis., is 60 x 30 x 29 inches 
high, end is adjustable up to 30% inches high. Box drawer is 
12% inches wide with a 1934 inch depth. Letter drawer is 
12/4 inches wide, 25!/2 inches deep; Lap drawer has a width 
of 2334 inches and is 15 inches deep. Other features include 
sliding reference shelf in pedestal; automatic lock on lap drawer; 
recessed full back panel; stainless steel and chrome hardware 
and trim. Comes in Modernaire grey, walnut and mahogany 
with grey linoleum top, or olive green with green linoleum top. 


LEFT: 


BELOW: 

THE BRIEF-MASTER is a dual-purpose luggage case that holds 
one suit and a complete change of clothes with enough room left 
over to carry the contents of any brief bag. Ideal for sales- 
men and busy traveling executives. Made of top grain cowhide 
or California saddle leather, it has an outside drop-front com- 
partment which holds one suit as well as ties and handkerchiefs. 
Inside of case has two compartments; a large center one which 
holds a portfolio, as well as other business material, and a second 
hidden compartment which has ample room for miscellaneous 
items. Brief-Master has a rugged steel frame construction and 
is unusually lightweight. A product of Charles Doppelt & Co., 
Inc., 2024 South Wabash Ave., Chicago. 
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LEATHER DESK ACCESSORIES make ideal gifts to give and 
to receive. The. oval wastebasket, desk basket and pad are 
covered with leather, tooled in 24 karat gold. The desk basket 
is richly lined with moire. The 16 x 2I-inch pad has a felt back 
| and wide leather-covered side panels. The set comes in choice 
, ef green, maroon, brown, red, ivory, medium blue, baby blue, 
rose, and navy. Retail priced at about $2 each for the pad and 
basket, and $4 for the wastebasket, the items are sold separately 
or in sets, from the Tory Mfg. Co., Inc., 150 West 22nd St., 
New York. 


ABOVE: 


A FLEXIBLE TYPE SCREEN is now being shown for use in the 
office. Called the Vudor floor screen, it is available in several 
colors providing new decorative possibilities as well as serving 
functionally. Constructed of lightweight Basswood slats, the 
screen can be adjusted to a height of 66 inches and a width 
of 72 inches. It can be used for partitions between rooms, or 
as a shield for undecorative objects. An interesting application 
is when it is used to hide a space heater or a radiator. Weighs 
IN pounds, packed one to a carton, and is manufactured by 
the Hough Shade Corp., Janesville, Wis. 
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ABOVE: 
DESIGN ENGINEERS of the General Fireproofing Co., Youngs- 


town, Ohio, confirming the findings of government researchers, 
who claim that correct typewriter height is between 28!/, and 
30% inches from the floor, have built an adjustable typewriter 
platform that conforms closely to these findings. Their latest 
innovation is adjustable on Y/g-inch centers from the sizes quoted 
above. The girl at left uses a pounding stroke that government 
experts say consumes from 14 to 17 pounds of energy. At right, 
the young lady uses the adjustable platform, now standard equip- 
ment on General's fixed-bed secretarial desks. By typing at 
the proper level, she has less fatigue as energy consumed for 
each typing stroke ranges from 13 to 17 ounces. 


ABOVE AND BELOW: 

NEW BOND BOX STYLES have been added to the line of cash 
and utility boxes produced by the Central Can Co., 2415 West 
19th St., Chicago. Known as the No. 10 series, the boxes are 
made in the same design and finish as the company's No. 23 
series. Available with either regular flat key locks or with Corbin- 
Sesamee combination locks, the boxes can also be had with or 
without trays. Made of seamless steel construction with a 


hammered silver finish, the new boxes measure II'/2 x 6 x 2!/, 
inches. 


ABOVE: 


RECORD DEXIGRAPH, a camera specifically designed for 
copying all kinds of business, government and institutional records, 
is announced by the Photo Records division of Remington Rand, 
Inc., 315 Fourth Ave., New York. The Dexigraph can be rolled 
on casters from one department to another, wherever the records 
to be copied are located. It clugs into any standard 110 volt 
electrical outlet, and special wiring or plumbing of any kind 
is not required at point-of-use. The developing of Dexigraph 
prints is a separate procedure. Exposed prints are carried in 
a light-tight transfer box to any darkroom facility where they 
can be developed whenever convenient. This permits higher 
output by making possible continuous operation of the camera 
as well as multiple processing of prints. If desired, however, 
the Record Dexigraph can be operated in conjunction with a 
darkroom. A door in the rear of the camera can easily be 
removed and the Dexigraph backed up against an opening in 
the darkroom wall. Any record up to 934 x 14 inches can be 
copied with the machine at same size or at any of five reduc- 
tions down to 50% of original size. Larger records up to 14 x I7 
inches can be copied at various smaller sizes for easier handling 
and filing. Or, any number of smaller documents not exceeding 
that total area can be copied simultaneously. The Dexigraph is 
of sturdy steel construction and finished in Gray-Rite. Storage 
space is provided by a built-in cabinet. Rubber-tired, ball bear- 
ing casters make it easy to move the camera. Overall dimen- 
sions are 36 inches wide, 64'/g inches high, 57% inches deep. 
Approximate cost is $975, F.O.B. factory. 
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Popular cancelled check 
cabinet containing 14 
drawers, 10%” wide, 
4%" high, 24” deep. 
Cabinet size: 37%” high, 
27-drawer files made in 23%" wide, 242" deep. 
letter and legal sizes. Also 

available in 9 and 18 

Desk Height ‘“‘Air-Flo”’ drawer units. 

two-drawer files made in 
letter and legal sizes. 
Cole “‘Air-Flo’’ precision Equipped with ball-bear- 
built files made both in ing suspension cradle. 
letter and legal sizes in 
green, gray, grained 
walnut and mahogany 
finishes. 


vit 


COLE PLAN FILES 


A new file for blueprints and art work. 
Ruggedly constructed. Smooth gliding 
drawers equipped with precision ball bear- 


f fs 


ing rollers. Made in two sizes. No. 4030 
has drawers 37” wide, 25” deep, 2%” 
high. No. 4332 has drawers 43” wide, 32” 
deep, 24%" high. 
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STEEL EQUIPMENT COMPANY _ — gg 


285 Madison Avenue, New York 17, N.Y. __ 
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Keep your records clean and 


: orderly with PRONTO storage files / 


SANITARY BASES 
for all size files 


ADDITIONAL 
MADE FOR 
\ ANY SIZE 
D> File 


STURDY CONSTRUCTION — Prontos are built of 275-lb. LOCATE YOUR RECORDS EASILY — No more need of 

test corrugated fibre board and reinforced with steel on the fussing and fuming. With Pronto files you can get at all 

shell and the four corners of the drawers. records just as easily as in your regular active files. 

SAVE FLOOR SPACE — Constructed so that they interlock BEAUTIFUL APPEARANCE — Pronto files are beautiful in 

into solid units and stack as high as the ceiling, saving appearance, finished in an attractive olive green. The steel 

valuable floor space. drawer front matches your regular active office files. | 
SIZES AND PRICES ' 


FIBRE BOARD STEEL 
DRAWER FRONT DRAWER FRONT 


Inside Dimensions 
Suggested Uses 


; : File PRICE File PRICE 
Width Height Length No. Single Carton No. Single Carton 

tletter Size 12% ..10%..24 | E210 . . $3.10. - $3. 00 || I210L. . $3.85 . . $3.75 
Letter Size 12% ..10%..15 | E210S . 3.00.. 2.90 || 1210S... 3.75... 3.65 

tlegal or Cap IS% .. 10% ..24 | E510 .. 3.75... 3.65 || ISIOL.. 4.85... 4.75 ‘ 
Invoices 10% .. 8% ..24 | E109 .. 2.75... 2.65 1O9L. . 3.40... 3.30 
*2 Rows 8x5 Forms 10% .. 8% ..24 | E108 .. 3.05.. 2.95 || 108L.. 3.65... 3.55 
*Invoices or 2Rows@xf}) 10% .. 8% .. 18 | EI0BM . 3.00.. 2.90 108M . 3.60.. 3.50 
Freight Bills /, a ae ae eee 3.10 3.00 
Checks 10'/2 .. 4% ..24 | E104 .. 265... 2.55 104L 3.40... 3.30 
Drafts or Checks We... W%..24 | 94 .. 2.10. 2.00 1941L 2.60 . 2.50 
Drafts or Checks ee .. We... 18 | E94M.. 2.05. 1.95 i 1941M 255 . 2.45 
5x8 Forms || 8% .- 5%... 24 | BBS .. 235... 2.25 | 18siL 285... 2.75 

; *DepositSlips(2Rows) 8% .. 5% .. 15 | ES .. 2.25.. 2.15 || 1851S... 2.75... 2.65 

” 2 Deposit Slips || 8% .. 44..24 | Esa 2.10... 2.00 || 184iL 2.60 2.50 | 
iS. Tabulating Cards ™ .. 3%..24 £73 2.10 . 2.00 || 173IL 2.55 . 2.45 

af *3x5 Cards (3 Rows) 16, .. 4... 24 | £64 3.75... 3.65 || 1645L 485... 4.75 i 
*4x6 Cards (2 Rows) | 12% .. 5) .. 24 | £24 2. 2.75. . 2.65 || 1245L 3.40... 3.30 
*3x5 Cards (2 Rows) || !0% .. 3%..24 | E103 .. 265. . 2.55 || 103L 3.35 3.25 
Vouchers (Upright) || 5i/ .. 10/4 .. 24 | 6592 .. 2.90.. 2.80 || 1592L 3.65 3.55 
tLedger Sheets | % ..12 ..24 | EOF 3.50... 3.40 || 912L 4.25 4.15 
tLedger Sheets ] 12% .. 12%... 18 | E12 445... 4.35 || 1212M . 5.80... 5.70 

, ne *These numbers have removable divider partitions. Packed 6 to a carton—al! others 12 to a carton. Prontos Installed at the Underwood-Elliott Fisher Co. 
. ee Prices 20% higher in Denver and West of Rockies. 


PRONTO FILE CORPORATION 


se Madison nes. - New 9 17. 7 
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ADDITIONAL 


MADE FOR 
ANY SIZE 
FiLE 


utiful in 
he steel 
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THE TOOLS 
OF THE OFFICE 


—a continuing series covering 
available types of office machines 
and equipment 


The Opaque Screen 
Microfilm Reader of 
the Griscombe Corp. 


NO. 5: 


MICROFILM EQUIPMENT 


Microfilm 


Machines 


American Measuring Instrument Corp., 
240 W. 40th St., New York 
Amic Reader-Projector {Model A & B) 


@ Measure 24” x 14”°—14” high. Weight 24 lbs. Screen is 
12” x 12”. Model A is the 35mm. model; B is the 16mm. 
model. Room does not have to be darkened for use. This 
reader is also a projector. Maker says, “You can project 


TOOLS OF THE OFFICE—1949 SERIES 


January, No. |!—Office safes, check handling machines, 
executive chairs. 


February, No. 2—Typewriters, copy-holders, time record- 
ers, wardrobes and lockers. 


March, No. 3—Mail room equipment. 

April, No. 4—Air circulators, fans, air conditioning installa- 
tions, water coolers. 

May, No. 5—Microfilm equipment, visible index units. 

June, No. 6—Staplers, pencil sharpeners, shelving, storage 
equipment. 
July, No. 7—Bookkeeping, accounting, and payroll machines 
& systems, floor covering. 
August, No. 8—Intercommunication 
machines. 

September, No. 9—Dictating machines, posture chairs. 

October, No. 10—Desk lamps, other portable lighting units, 
office lighting fixtures. 

November, No. 1!—Duplicating & photocopying machines, 
file cabinets, transfer files. 


December, No. 12—Adding & calculating machines, execu- 
tive desks. 


devices, numbering 


May, 1949 


image on wall or special screen up to 60 times for group 
observations and discussions. Change over from built-in 
viewing screen without any alteration in film position just 
by opening of a slide door.” All controls on outside of 
cabinet at arm-length, easily reached. As light source 
standard lamp of 100-watt, AC or DC. 


American Optical Co., Buffalo 15, N. Y. 
AO lémm. Micofilm Reader 


@ Dimensions: height, 42”; floor space required, 16” x 23”; 
weight, approx. 70 lbs. Construction: aluminum castings 
and a one-piece metal cabinet finished in maroon wrinkle 
enamel; electronic drive. Insert film in 30 seconds; film ro- 
tatable through 360 degrees. Four film speeds—two forward, 
two reverse, with additional speed control in slow position, 
forward or reverse. Selection of 14X, 20X, or 35X magnifica- 
tion. Exclusive texture free screen. Photocopies in less than 
2 minutes without the necessity of a darkroom. 

Prices: Catalog No. 5000 with 20X Objective, $495; Cata- 
log No. 5001 with 14X Objective, $498; Catalog No. 5002 with 
35X Objective, $498. Delivery 30 to 45 days after receipt 
of order. 


Burroughs Adding Machine Co., Detroit 32, Mich. 

BH 190-A Microfilm Recorder 

@ Dimensions: 3142” high, including casters; 26” deep, and 
39” wide with a 7” projection at the left of the camera. 
Steel frame encased in 78” laminated plywood, finished in 
slate gray with smooth top and crackle sides. Employment 
of a V-Mirror arrangement permits simultaneous photo- 
graphic recording of both the front and the back of a 
document, or optional one side filming using only half of 
the width of the 16mm. film on each of two runs through 
the camera. More than 22,000 check-size documents can be 
recorded on a 100-ft. roll of film. Automatic feed units 
permit one operator to keep two machines in continuous 
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Microfilm 
Equipment 


operation at maximum automatic speed, recording 17,000 
check-size documents in one hour. Camera is easy to 
thread, takes a daylight loading 16mm. film. Camera pro- 
viding image reductions of 18 to 1, 30 to 1, or 37 to 1 are 
interchangeable. Warning signal will sound for incorrectly 
threaded camera. Stops automatically when more than one 
document is fed into the exposure drum, insuring accuracy 
of document recording. Photographs documents up to 11” 
in width with no effective limitation on length. Simple elec- 
trical control varies the illumination of documents to com- 
pensate for color differences. U. S. list price is $3,850. Extra 
cameras, having reduction ratios of 37 to 1, 30 to 1, or 
18 to 1, may be obtained at the U. S. list price of $550 each, 
and extra automatic document feeders BH 191-A to permit 
manual pre-loading while another feeder is operating are 
available at the U. S. list price of $150 each. 


Burroughs also markets a microfilm reader and a proc- 
essor. 


Diebold, Inc., Canton 2 Ohio 

Complete 1 Hour Microfilm Process 

@ A three-unit system operated by regular office personnel 
like any business machines. Film processed on the premises. 
Complete secrecy for confidential material; rugged construc- 
tion and simplified operation. Daylight loading and operation 
of all three units, which can be purchased individually. 
Flofilm Camera. 

@ 19” wide, 28” deep, 3.7 sq. ft.; provides 11, 19 and 24 re- 
ductions; makes 16 or 35mm film; dual lens attachment 
makes duplicates with one exposure; uses ordinary Mazda 
lamps; prints positives; takes bulky copy with staples or 
clips; makes reproductions of hectograph copy; and has 
simple button control of light intensity. 

Flofilm Processsor. 

16” wide, 28” deep, 3, 1 sq. ft.; operates automatically; 
processes any length film up to 100 feet; processes both posi- 
tives and negatives; no darkroom necessary; requires no 
technical know-how on the part of the operator; complies 
with requirements of the National Bureau of Standards for 
permanent microfilm. 


Flofilm Reader. 

@ Table space 4.0 sq. ft., 23” wide and 25” deep; reads both 
16 and 35mm film perforated and non-perforated; all electri- 
cal operation by touch button control; images read in broad 
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ABOVE: The BH-I90 microfilm recorder of Burroughs 
Adding Machine Co. (made by Bell & Howell, Inc.) 


LEFT: Model AO I6mm. reader of American Optical Co. 


daylight; image always in constant focus. Film can be 
scanned at speed of 100 ft. per minute, stopped at any de- 
sired image, or reversed. Sloflo attachment permits operator 
to edit the images as they move slowly across the screen, 
copy information, or punch tabulating cards. Photo print at- 
tachment allows printing of ‘stats from the film; and strip 
film holder and individual mount holder allow viewing short 
strips of microfilm or slides. 


Griscombe Corp., 50 Beekman St., New York 7, N. Y. 
Opaque Screen Microfilm Readers 


@ Height 32”, width 154”, depth 212”. 
neer finished in blue-gray lacquer. Uses about 50 watts 
AC. (Inverter packs available for DC lines.) 

All controls are grouped at the operator’s fingertips for 
efficiency. Operator comfort is assured by opaque projec- 
tion which eliminates translucent screen texture and hot 
spot, frequent causes of eyestrain and fatigue. Models to 
project film width of 16mm., 35mm., or both are available 
at low cost. Microfilmed records are enlarged 17 or 22% 
diameters onto a texture-free 14” x 14” opaque screen func- 


Hardwood ve- 


(Turn to page 56) 


Part of the Diebold Flofilm process showing the processor (left), 
and the camera. 
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BOOK VISIBLE 
to take care of small records 


The book of 1000 uses. Victor Book Vis- 
ible is the ideal answer to the “housing 
problem" for the countless small records 
found in every office. At small cost you 
can conveniently equip every department 
with a Visible Book which gives facts at 
a glance. Signals in the %” transoloid 
protected visible margins call attention to 
out-of-order conditions and other perti- 
nent information without the necessity of 
referring to individual records. Available 
in units to handle up to 130 cards in the 
famous Victor Visible easy-shift butt type 
pockets for perfect alignment. See your 
local stationer for further details. 


SECTIONAL VISIBLE 


the expanding uistble record 


Victor Sectional Visible eliminates one of 
the most important problems in adopting 
a visible system; that of attempting to 
anticipate record capacities in advance. 
Sectional record equipment expands with 
the growth of your business. You may 
start with a few sections and add more as 
additional capacity is needed. Victor Sec- 
tional is available in single-slide steel 
sections and is also in handy lightweight 
three-slide wood units. Both styles will 
stack rigidly to any reasonable height. 
Victor Sectional Visible, both wood and 
steel, contain the usual Victor easy-shift 
pockets and the usual %” protected visible 
margin for speed of reference. Ask your 
dealer today about this ideal way to start 
a visible system. 
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yet ... your finger pressure 
WILL INSTANTLY RELEASE 


THE perma-grip lock 


The NEW 


Dual-Loc Binder 


CESCO'S LATEST TIME-SAVER 


Only slight finger pressure will immedi- 
ately release the tenacious hold on the 
posts. The cover is removed easily and 
smoothly, without danger of faulty opera- 
tion. 


By merely replacing the cover, it will 
automatically lock with a vise-like gri 
that will hold until voluntarily por | 
The mechanism cannot rattle. 


Accurate machining of fine quality steels 
used throughout ensures _ constantly 
smooth operation. No parts can break or 
work loose, and wear is minimized. 


THIS POPULARLY PRICED BINDER WILL SPEED YOUR 
OFFICE WORK! SEND FOR DESCRIPTIVE LITERATURE. 


THE C. E. SHEPPARD COMPANY 


44-09 Twenty-First Street, Long Island City 1, N. Y. 


Pepa mer: 


rz 


E S exe MODERN LOOS. 
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/ under adverse lighting conditions. 


Microfilm 
Machines 


(from page 54) 


tionally tilted for good visibility. Central grouping of all con. 
trols increases speed of finding and reading individual yee. 
ords; as film is inserted, lens focused, projection head ro- 
tated, and film transported by the operator without leaving 
the chair or even reaching around corners. Sharp images, 
high contrast and good illumination are achieved by modern 
optical system. Highly corrected coated lenses. Image jg 
always in focus at any speed of film movement. A high 
intensity prefocused lamp provides brilliant images, even 
Facsimile photoprints 


| can be quickly made without a darkroom. Entire reader 
| mechanism is of simple design and sturdy construction. A 


single manually operated handle advances or rewinds an 
entire roll of film in less than 25 seconds. During projec- 
tion, film is held in focal plane by optical flats. Pressure 
is released automatically when film is moved. 

Model 16A, 16mm. film, magnification 22’2X, price $225; 
Model 35A, 35mm. film, magnification 17X, price $275; 
Model 35B, 35mm. film, magnifications i7X and 22'2X, price 
$295: Model 16-35A, 16-35 mm. films, magnifications 17X and 
2212X, price $298. Griscombe Corp. also makes a microfilm 
camera which comes in three sizes, and priced at $695 for 
two models, and $795 for the other. 


Haloid Co., Rochester 3 N. Y. 
Mini-Record Equipment. 
@ The complete Mini-Record equipment consists of camera 


unit, processing unit, dryer, and viewer. 

Motor-operated Camera. 

@ Has a Goerz 42” process lens. Unit mounted on a vi- 

brationless adjusting column over a desk style copy-table 

38” wide, 33” deep, and 31” high. Standard camera settings 

for reductions of 3 times, 4 times and 5 times for original 

subjects 9” x 12”, 11” x 14” or 12”, x 18” respectively. 
100-foot, 70mm paver rolls are fed into a removable 

magazine. 

The operator has only to press the foot pedal to start the 
camera cycle which includes making the exposure and ad- 
vancing the paper for the next exposure. 

Processing Unit. 

@ The continuous roll processing tank develops, fixes and 
washes one 100-foot roll of paper in 20 minutes. 

Drying Unit. 

@ The single belt infra red electrically heated drum dryer 
dries a 100-foot of paper in 20 minutes. 

The Viewer. 

@ Single copies or single frames on 100-foot continuous 
rolls, are magnified five times in the simply operated reflect- 
ive type viewer. 


Recordak Corp., 350 Madison Ave., New York 17 


Recordak Triplex Microfilmer , 
@ Length, 47”; width, 29”; height, 33”. Steel-finished in 


grey with chrome trim; exposes only half the width of 
16mm. microfilm at one time . . . down one side, then up 
the other; three times as many pictures per roll of film as 
with conventional “full-width” microfilming. Rented only. 
Available: Spring, 1949. 

Remington Rand, Inc., 315 Fourth Ave., New York 10 


Remington Rand Continuous Daylight Processor 
@ Dimensions: 19” wide, 41” long, and 53” high; operates on 


60-cycles, 110-volt AC and uses 12 amps. Two motors are 


(Turn to page 58) 
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ANY OF THESE SIGNS MAY MEAN 


"FIND-U-TIS"” 


GET RELIEF WITH GLOBE-WERNICKE 
“SAFEGUARD” SYSTEM AND STEEL FILES 


One sure protection against ‘‘Find-i-tis’’ is to “‘Safeguard’’ your 
every filing operation. ‘‘Safeguard” is a complete set of folders and 
special guides created by The Globe-Wernicke Co. It provides a 
simple, common-sense method of arranging a filing system that 
makes filing and finding accurate—speedy and sure. Team it with 
the effortless operation of G/W Steel Files with the exclusive Tri- 
guard principlet and you have a combination that’s second to none. 
See them in operation at any G/W dealer—or phone or write for 
particulars. The Globe-Wernicke Co.,‘“‘Headquarters for Modern 
Office Engineering,’’ Cincinnati, Ohio. 


TAsk your G/W dealer about Tri-guard 


*Pronounced Find-i-tis and means inability to find what you file. 
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Microfilm 


Equipment 


(From page 56) 


provided, one for the blower to distribute drying air and 
the other for moving film through the unit. Every roll 
processed with correct residual hypo content to meet re- 
quirements of U. S. Bureau of Standards for permanent 
micro-photographic copies. Images have same clarity as 
produced by permanently established processing stations. 
Film is dried at reasonably low temperatures and therefore 
remains pliable. Price, approximately $2500, f.o.b., factory. 
Delivery: 30 to 90 days. 


Model 7 Film-a-record 

@ Measures 48” deen, 3512” high, 19” wide. Gray-Rite 
finish. Copies any record less than 12” wide by any length; 
and photographs date of microfilming; counts the docu- 
ments photographed; stacks documents in same order as 
they were fed; automatically stops if a bulb burns out; 
automatically stops if the film breaks or binds; maintains 
constant current with voltage stabilizer; provides its own 
leader and trailer; can make two identical copies simul- 
taneously; has Color-Stat to allow proper photographing of 
colored documents; photographs at 17 to 1 or 23 to 1 re- 
duction ratio. Price: approximately $2400, f.o.b., factory. 

Delivery: 30 to 90 days. 


Desk-Reader (F79) 


@ Dimensions: 36” x 27” x 42%”. Gray-Rite finish; util- 
ity drawer is provided for the operator’s convenience. 
Motor-driven. Maker says: “The only reader that you can 
load, adjust, focus and operate without leaving your chair; 
you can bring instantly from full speed to a dead stop, or 
reverse, without buckling the film; only reader driven and 
controlled by a single electric motor, which rotates in one 
direction only regardless of whether film is advanced or 
reversed. Documents are enlarged 23 diameters to original 
size or larger, on a 14” x 14” screen. Price: approximately 
$850, f.o.b., factory. 
Delivery: 30 to 90 days. 
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LEFT: Remington Rand's Film-a-Record continuous 
processor. 


ABOVE: Recordak Corp.'s Triplex Microfilmer. 


United States Microfilm Corp., 1860 Broaway, New York 23 
Camera & Reader, Model C-R 35 

@ Height over-all 33”; width 14”; depth 16”; weight 47 
pounds net. Body of naturally hand-rubbed mahogany; 
head of Camera-Reader of cast aluminum with precision 
lack wrinkle finish; all exposed metal parts protected with 
special penetration fluid; four lower corners chromium- 
plated; all parts rust-proofed. Sturdy, easy-to-operate unit 
so that anyone in any office can produce good microfilm 
with this combination 35mm. Camera-Reader-fixed-focus- 
Enlarger. 

Three steps in operation: (1) Load the camera with 
Precision Microfilm. Plug into 110-115-volt A.C. current, 
Turn Camera-Reader on. Set the light switch to corre- 
spond with type of copy you are photographing. (2) Insert 
anything up to 11%” x 144” black-and-white or colored, 
ink or pencil, papers or books. (3) Press lever down. 
Each 100-foot specially spooled roll of film will hold more 


United States Microfilm Corp. C-R 35 Camera-Reader. 
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9,000 file cards, 3” x 5” or 7,000 corporation checks. 
sie 1160 legal si letterheads. 1,000 ee 
large size, or egal size pages or letterheads. 1, N 5 V el | | d 
pieces of copy can be filmed per hour. Oo. ISI e n ex 
Business Efficiency Aids, 7916 Lincoln Ave. Skokie, Ill. 
Spindex. 
@ Rotary type visible file. Handles 6000 standard size cards. 
No slot or hooks. No rewriting of present cards. 
er. 
York 23 
sight 47 
hogany; 
recision 
ed with 
omium- 
ate unit 
icrofilm 
bd x York Microstat's J-7 C -Enl ; 
-focus - ee a teat ti ele ABOVE: Spindex, made by Business Efficiency Aids. 
- ae York Microstat Corporation, 30 W. 57th St., New York 
current. Microstat Microfilming Camera-Enlarger J-7 
corre- 7 oe > hoa. , 
@ Table 49” long, 46” wide, 31” high: column 9 ft. high. - . ’ we . 
} Insert Table made of solid mahogany, natural finish, cork top. BELOW: Diebold’s Flex-Site visible equipment. 
colored, Operating parts made of steel, brass, aluminum and bronze. 
Pox Finish—gray crackle and polished chrome. 
—_ Completely motor-controlled, operating on 30 amps. ca- 
pacity at 110 volts, 60 cycles, AC. The J-7 Camera-Enlarger 
not only produces negative microfilm but also, by reversing 
si the lighting apparatus, also produces high-resolution pro- 
jection prints on sensitized paper either to exact size or 
enlarged or reduced in size as desired. Also may be used 
. as a projector. Production capacity of one J-7 camera unit, 
on eight-hour single shift, is four rolls of 35mm. negative 
film per day—approximately 2,000 exposures per roll. Price: 
$3,950 f.0.b., New York City. 
Delivery: within thirty days. 
Microstat Positive Printer P-3 
@ Dimensions: 46” high, 34” wide, 18” deep. Made of ply- 
wood, finished in black lacquer. Operating parts of alumi- 
num, brass and polished chrome. 
Motor-controlled. Accepts 16mm. and 35mm. perforate 
or non-perforate film. Continuous contact maintained at all 
times through application of over-drive and drum assembly. 
Variable light control and non-fluctuating illumination pro- 
vided. Operates on 110 volts, 60 cycles, 25 amperes, AC. 
Printing time per 100 feet equals 5 minutes. Price: $1,450 
fo.b., New York City. Diebold | Centon 2 Ohi 
Deli pee : ebo nc., Canton io. 
elivery: within thirty days. Flex-site Visible Binders on Multi-flex Rack and Table 
@ Multi-Flex Rack will house up to 6 three-inch capacity 
. nteroffice communicating devices get "Tools of the binders. Records are easily added or removed while bind- 
W Ice coverage in August MANAGEMENT. ers are on the rack through the convenience of a built-in 
atch for this feature. shifting device, which opens a place for a new recoyd in 
the record bank. The combination of Flex-Site binders 
9 
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Visible Index 


with Multi-Flex Rack and Table provides a system engin- 
eered for concentration of visible records in a minimum 
floor space. Records are positioned at the best working 
height and angle for an operator seated in a comfortable 
posture chair, reducing motion, fatigue, and eyestrain. 

Binders are removed from the rack by just lifting them 
out. Absence of some binders from the rack does not im- 
pair the operation of those remaining. 

Large, easy-rolling casters on the table make the unit 
portable, and a collapsible posting shelf affords ample space 
for posting media. 

Forms of many kinds and sizes are available from Die- 
bold, Inc., who also designs and prints special forms to fit 
the requirements of any Flex-Site record-handling job. 


Globe-Wernicke’s Model 512. 


Globe-Wernicke Co., Norwood, Ohio 

Visible Record Cabinet Model No. 512 

@ For 3 x 5 cards, 12-drawer unit. Measures 13!2° high, 
744” wide, 25” deep. 

All-steel construction. Baked enamel finish in green, 
seal grey or grained finishes of walnut and mahogany. 
By means of an exclusive Globe-Wernicke card holder, the 
cards are so arranged that their margins are visible. Manu- 
facturer says: “Time studies show possible clerical savings 
by G/W Visible Record Equipment are as much as 221% 
hours in a 40-hour week. This speed of operation is made 
possible by Globe-Wernicke’s exclusive card holder which 
facilitates quick and easy insertion and removal of cards.” 


Master Products Mfg. Co., 
3480 E. 22nd St., Los Angeles, Calif. 
Model F27—Master Multi Post Sectional Filing Cabinet 


@ Length, 38”; width, 14”. All-metal, fluorescent lighted. 
Functional elements are nickel-plated. A series of 1” sec- 
tions, with posting suitable for any style perforation, per- 
mitting the easy filing of catalogs and other reference in- 
formation. Is widely used for catalogs, tariff schedules, 
engineering references, etc. Other models available from 
6” to 48” with and without lighting. 

Priced from $4.95 to $47.50. Immediate delivery all 
models. Sold by office equipment and supply dealers. 


The Master Multi-Post sectional filing cabinet of Master 
Products Mfg. Co. 


National Blank Book Co., Holyoke, Mass. 
Rollomatic Multiple Visible Unit 


@ Holds up to 9,216 visible records at finger tips. Elimi- 
nates lifting of heavy visible binders. Binder selected can 
be rolled into position easily. Operator doesn’t have to 
move because binder is pulled down to posting position on 
attached hinges. 

Rollomatic Multiple Unit consists of 3 parts: (1) Rollo- 
matic Tray Base, Series 9003, steel, brown crinkle finish. 
Welded track for rollers in Slide Rack. Equipped with felt 
base for protection of furniture. (2) Rollomatic Slide Rack 
No. 9001, steel, brown crinkle finish. For roller bearings 
for sliding in Rollomatic Tray Base. Holds three 2-inch 
Ringmaster Visible Binders. (3) Ringmaster Visible Binder, 
with hinge, Series R-1902-H, construction; duPont Fabrilite 
vinyl coated plastic binding material, brown antique finish 
over heavy binders board, metal rims. Nickel-plated 
mechanism 2-inch ring capacities. Fibre back; piano style 
metal hinge; built-in label holder; patented aluminum sheet 
lifters lock booster; Nickel-plated hinge attached for hing- 
ing to Rollomatic slide rack. 

The Rollomatic Visible Unit consisting of the above com- 
ponent parts is available in various capacities. Other Na- 
tional Visible Binders, Sheets and Indexes are available as 
separate outfits in 1”, 112” and 2” capacities. 


National Blank Book's Rollomatic unit. 
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Many Revo-File units in Credit Department, 
Peck & Peck, New York. 


Revo-File Sales Co., 11 Park Pi., New York 7. 
Various Models 


@ Revo-File models are: A35, A46, A58, A58S. Number 
indicates the size card housed, exception is A58S which is 
designed to house tabulating cards. Also manufacture spe- 
cial Revo-Files to house off-standard sizes. All cabinets 
are 3042” high x 36” long, widths vary according to card 
size from 10” to 14” maximum width. All cabinets are 18 
gauge steel, interiors zinc chromated to prevent rust. Color 
finishes, brown, olive green or gray, are baked on for last- 
ing beauty and durability. Wheel assembly is heavy alumi- 
num. Patented endless belt card retention assuring complete 
safety to cards from loss or wear of any kind. Cards are 
not attached to Revo-File wheel. One card or hundreds 
may be removed or refiled simultaneously. No special or 
expensive card stock is required. Full surface of both sides 
of card may be used and tumble printed if desired. Existing 
cards may be transferred into Revo-File in minutes. Tabu- 
lating cards may be housed in Revo-File as well as any 
other kind of card. Prices: A35 and A46 $250, A58 and 
A58S $275. 


C. E. Sheppord Co., 4401 21st St., Long Island City 1 N. Y. 
Vis-Dex Binder. 


@ Books come in 1”, 11%”, 2” and 3” backs. VisDex binders 
have automatic built-in shift, which is an integral part of 
the unit. Space may be created at any point in the record, 


C. E. Sheppard's Vis-Dex binder. 


Shift creates space for new 
sheet~or clases space when 


Sheet is removed. 


May, 1949 


permitting the filing of a new account sheet in its proper 
place without having to remove other sheets. 

These are prong binder type—full metal one-piece casing 
with piano hinge formed directly on the metal casing. Fibre 
shoe over casing for added durability. Two catches for se- 
curity—one each at top and bottom functioning with one 
operation of thumb lever. Perfect alignment procured by 
new method of swedging and machine riveting of prongs to 
metal plate—prongs cannot pull loose or get out of align- 
ment. Vis-Dex are available in three grades of bindings— 
Two with material bound covers and one grade of hard 
cover. Two and three-inch backs in three lengths and fou 
widths. 


The Victor Safe & Equipment Co., Inc., 

Box 520 North Tanawanda, N. Y. 
Victor Visible Record Equipment 
@ Cabinets, sectional “build-up” units, book visible, card 
frames and panels to hold cards 5” x 134” to 11” by 9” in 
capacities from 20 records upward. 

An important feature of all Victor Visible units for cards 
is the wood lug “easy-shift’ pocket which makes inser- 
tion or removal of records quick and easy, and assures full 
14” permanently maintained, protected visible margins. 
Protected, properly maintained margins in Victor Visible 
eliminates loss of contrast through soil and wear on the 
visible index portion of the forms; easy practical signaling 
with transparent signals which do not obscure or mar index 
information. “Twice as many entries per clerk per day as 


Sectional “build-up” units of Victor Safe & Equipment Co. 


in blind files,” claims maker. Popular items are stocked by 
dealers in all principal centers, factory deliveries on stock 
catalog numbers within 30 days. 


Visible Index Corp., 32-36 47th Ave. Long Lsland City 1, 
New York. 

Visirecord Visible Vertical Filing System. ; 

@ A visible vertical filing system employed for use with both 


hand and machine posted records. The cards are filled in 
echelon, being held in alignment. by spacing rods in the 
bottom of the tray. The cards rest upon a corduroy base 
which prevents card wear and slippage in the tray. Each 
card is its own index. Each bank or row of cards is sepa- 
rated by a divider which bears the index for that group of 
cards. A plastic strip across the top of each divider protects 
the tips of the cards and gives overall visibility throughout 
the file for signalling and indexing purposes. “Designed into 
equipment that allows the operator to sit and post at a 
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Visible Index 


normal level plus the added features of a loose leaf card 
file and three way visibility makes this file one of the fastest 
operating files on the market today,” says manufacturer. 


tm, os, 
— 7 


Visible Index Corp.'s Visirecord Unit. 


Wheeldex Mfg. Co., 40 Bank St., White Plains, N. Y. 
Cub-1,000 Name Index 


; @ Smallest model in Wheeldex line. Comes in _ black 
plastic, red trim, on bright chrome stand. Whee! spins 
freely for speedy location of desired card yet automatically 
stands still for inspection. Compact. Generous card-size 

di adequate for most records normally kept on 5 x 3 cards. 

$17.50, f.o.b., factory. Delivery from factory, stock or 

through dealer. 


The Wheeldex Cub. 


Rol-Dex Div., Watson Mfg. Co., Jamestown N. Y. 
Rol-Dex File. 


@ Specialized visible equipment—custom-built to accommo- 
date any size record card at present used. Described by 
manufacturer as “production line technique applied to active 
record-keeping problems. Rolling record trays glide within 
a stationary magazine. A seated operator rolls the record 
tray equipment to herself at approximate desk level.” 


Yawman & Erbe Mfg. Co., Rochester 3, N. Y. 

Visible Record Equipment 

@ Due to the shortage of steel, production is still limited 
to the two most popular sizes—No. 1416L, accommodating 
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1040 6” x 4” cards, and No. 1418L, which has a capacity of 
975 8” x 5° cards. Available in olive green and the origina} 
Neutra-Tone gray finishes. Both models have 13 trays ang 
are equipped with a utility drawer and a key-locked pro. 
tecting door. When opened, this door lies flush upon the 
utility drawer and forms a convenient supporting shelf on 
which withdrawn trays are rested. An extra tray can be 
substituted in lieu of the door and utility drawer, thereby 
increasing the cabinet capacity. The cards are held in per. 
fect alignment by means of aluminum hangers and fabric 
hinges. This affords quiet operation and permits maximum 
lay-back for posting or either side of the cards. The trays 
are designed so that the cards lie on top of the trays for 
easier access—not down in a channel where the tray sides 
cause interference. Card insertion and removal and shift- 


Yawman & Erbe's model. 


ing is accomplished both easily and quickly. Action of the 
cover plate on top of each row of cards is completely 
automatic. 


Wilson Jones Co., 3300 Franklin Bivd., Chicago 24 
Shif-Dex Visible Binders 


@ Come in binding side lengths of 12/2”, 1542”, and 18%”, 
and in various widths from 812” to 18”. Capacities are 2” 


bm) fc) 68) as) a) 


+} bese 


Shif-Dex of Wilson Jones Co. 


and 3”. These are prong-style binders. Have flat rigid 
backs. Single lever for opening prongs. Label holder re- 
cessed into bakelite back; one also on other end of metal 
part, for quick identification of binder’s contents. Perfect 
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Visible Index 


alignment of prongs is assured by prongs being swaged into 
square holds which prevent prongs from turning or loosen- 
ing in the prong plates. Steel rims extend around four sides 
for longer service. Built-in simplified automatic shift— 
opens space at any desired place for insertion of sheet, or 
closes space when a sheet is removed. Shif-Dex binders are 
also furnished with flexible solid leather covers at the same 
price as stock binders. These covers are made without 
index allowance, unless otherwise specified, in order to pro- 
yide full visibility of tab when used in multiple unit installa- 
tions. Stiff covers are required on the outside of the two 
end binders to provide support for posting. 


Watson Mfg. Co.'s Rol-Dex at Baltimore's Hecht Co. 


Art Metal Construction Co., Jamestown, N. Y. 
Model 1 Rapid Stacks 


@ Manufacturer claims six postings per minute for opera- 
tors with little experience—eight to nine postings per minute 
for reasonably skilled operators. This is claimed to result 
from the “vertical” construction of the Rapid Stack plus 
the smooth flowing action of the patented self-aligning, 
trunnion wire form holders. Hand and eye select proper 
panel instantly. Each panel is doubly, visibly indexed. 
The panels “come down” to a natural writing position by 
the touch of the hand. Available in two types—regular 
and wide space bases, single column and duplex. Duplex 
panels double the capacity of a single column unit. Art 
Metal also makes other types of visible equipment. 


An Air Metal Construction 
Co. Rapid Stack Unit. 
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and watch this new -_ 
 SNAPSET AUTOMATIC 
- FEEDER® cut billing costs 


any. desk, automatically feeds one-time 


SS SYSTE 
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CARTERS CARBONS 
~~ AND RIBBONS 


make your work better... 


= Dollar for dollar . . . you'll find Carter’s Carbons and Ribbons 
Lenn your best buy for greater office efficiency . . . happier office help! 


— And why—because Carter’s pioneers in improvement! 


All the way through the top-grade line of Carter’s Carbons 
... each is “engineered” to keep office morale high, typing 
expenses low. 


And with Carter’s top quality ribbons, you get longer 


mileage—plus Carter’s exclusive Silver Tip that keeps = 
fingers clean when ribbons have to be changed. 
Fifty years of “know-how” makes all Carter's al pe tie 


products tops in their field! Look for them 
at leading stationers and office outfitters! Pa ~ 


CARTER’S NEW 
SILVERCOAT IS TOPS 
IN DUPLICATOR 
CARBONS! 


Typists are delighted with the way Silver- And office managers and purchasing agents 
coat handles... as easily as regular carbon. —_ are sold on Silvercoat’s performance! It 
The special coating won't rub off, won't gives sharper, more legible copies. Its eco- 
smudge, won't stain. Fingers, cuffs and — nomical—for it assures many more copies 
dresses stay neat and clean. from each master. 
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Carter’s Carbon Papers, in Bright New 
Packages, Give More Copies... Better Copies 
y" ...and they Handle More Easily! 

and they Han ore Easily ‘etaiediane tomaaaant 


" Your copies are sharper ... easier on the eyes... when finest of the fine! 

you use one of Carter’s top-grade carbons. Extreme care ‘ 
and craftsmanship make them non-curling, non-smudging 
and /asting. 


Carter's Carbon Paper Supreme. For 
those times when absolute perfection 
of all-important letters is desired 
without regard to cost. 


CARTER’S Ribbons 


are your best buy, too! 


No more pounding old ribbons just to 
dodge a messy job—not with Carter’s 
Silver Tip. Fingers stay clean, tempers 
don’t fray—and your letters always have 
that crisp, executive look! 


agents Carter’s Ink Company 
nt. Cambridge 42, Boston, Mass. 
copies 
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Get up to 600 letters per day 
with one typist! 


Sales promotion, delinquent account solicitation, 
routine, inquiry, reply, and stockholder letters as 
well as many others can be produced in quantity 
and made really effective with Robotyper. 


Investigate 
this modern 
equipment 


today. 


The typist inserts the sheet, types the salutation 
and pushes a button. The result is perfect letters 
all typed on the same machine with the same 
touch with salutations and body copy matched. 


Typist can do other work while the machine oper- 
ates at triple speed or one girl can handle as many 
as six machines. 


Representatives 
as in all important 
Be cities. 


Robotyer 
Corporation 
Detroit 34 
Michigan 
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Vacation Trends 
(From page 28) 


that this office grants vacation pay to those em. 
ployees resigning during the vacation season. It 
was further reported that the company did not 
follow a policy of permitting employees to ate 
cumulate vacations from year to year, a practice 
which appears to be followed by only 10°% of the 
firms in the NOMA study. 

This, in essence, summarizes the findings of a 
study of existing vacation policy within the New 
York area. It is felt that a practical application 
of these findings to the operations of individual 
companies therein may help to clarify some of the 
outstanding features of vacation policy in the 
office. 

From facts contained in a recent National Of. 
fice Management Association survey of vacations 
and other fringe benefits in a large number of 
offices throughout the country, it now actually 
appears that, on a broad national scale, vacations 
are the most highly favored benefit among the 
twenty-one personnel practices reviewed in that 
study. Still further importance may be attached 
to the fact that, according to the same national 
study, vacations appear to be subject to an ex- 
tremely small degree of regional variation with 
respect to the percentage of companies providing 
such plans. 


Air Conditioning 
(From page 42) 


marily to overcome the problem of using large 
amounts of expensive city water for condensing 
purposes. 

The number of operating hours for refrigera- 
tion and condensing equipment is quite difficult 
to evaluate. Data on degree hours for cooling 
which are parallel in purpose to the degree day 
for heating show wide variations between suc- 
cessive years, whereas the degree days of heating 
purposes do not show these wide variations from 
one year to another. Furthermore, the heating 
requirement is almost entirely a function of out- 
side temperature, the cooling requirements are 
influenced by cooling load variations, outside hu- 
midity, and sun effect, none of which bear a di- 
rect relation to the outdoor temperatures. As 
individual applications may vary as much as 50% 
in either direction because of particular internal 
load conditions, such data would necessarily have 
to be average. 

Heating cost 


The heating cost is represented in the amount 
of fuel consumed to satisfy the total requirements 
of the building. It includes heat necessary to 
balance heat losses incurred through building 
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outstanding features 


‘The BROWNE-MORSE — 


\ Glider File | 
— 8 =68— FF OY 
a smooth performer — 


= ct 


greater durability 
increased F. Q. 


What's the F. Q. (filing quotient) of your filing 
operation? It can be measured by the efficiency, 
accuracy and capacity of your filing clerks. It’s an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 52 ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: | 


The extension arm: on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 


Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
li di ti Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
g& U ing action raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


P _ er 4 Write for the com- 
Architects of Efficiency for America’s Office plete new bulletin 


on the Browne-Morse 7 
Glider File. Learn * Stade, 
ow you can in- “re 


weeson Browne-Miorse moon esis 


your filing operation. 
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INSTANTLY CORRECTED 
WITH JAC-A-DESK 


@ Improves touch and action 

@ Stops piling or skipping, due to backlash 

@ Saves wear on desk and typewriter 

@ Lessens eye strain 

@ Improves appearance of letters and general 
typing 

@ Promotes better posture 

@ Increases efficiency 


Easily 
Installed 


i Stores 
Conveniently 


The above statements are not manu- 
facturers’ claims—they are opinions of 
satisfied users. You are invited to 
try a “Jac-A-Desk” in your office. If 
the advantages pointed out are not 
provided by the “Jac-A-Desk”, you 
can return it to the manufacturer and 
your money will be cheerfully re- 
funded. 


Order a JAC-A-DESK for every 
typewriter today. 


RETAIL PRICE $3.75 Each 


MANUFACTURING CO. 


1259 SOUTH LA BREA AVENUE * LOS ANGELES 35, CALIFORNIA 
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materials, to temper outside air positively intro. 
duced for ventilation, and to evaporate moisture 
| for winter humidification. 

Labor for operation is usually quite simple to 
calculate. The extent of such labor may haye 3 
bearing on the selection of automatic stoker or 
oil-burner equipment rather than firing a boiler 
by hand. In medium and large size plants which 
represent a high initial investment, the extra 
cost of a thoroughly competent and experienced 
operator is well justified by the economies pos- 
sible in fuel and in electric bills. It would seem 
as though the selection of a competent operator 
_in any case is of paramount importance if the 
| investment is to receive the protection that it de. 
| serves. In a case where the operator has other 

functions to perform that are not directly related 
| to the heating or conditioning equipment, the 
_ charge would naturally be pro-rated. 

The lowest total annual charge results when 
the sum of annual fixed charges and annual oper- 
ating costs is a minimum. Just at what point 
this minimum is reached requires in most every 
instance computation for the individual case. ff 
the operating expense is excessive, the system 
lowest in first cost may not prove to be economical 
in the long run. 

Offices were among the first to realize the ad- 

' vantages of air-conditioning and it is natural, 
therefore, to find available experience records and 

_ case histories on different types of systems that 
have been applied to them. 


Existing systems 


As a great many of our buildings are over 
twenty years old, it is important that due consid- 
eration be given to the problem of existing heat- 
ing systems, so as to properly evaluate the instal- 
lation ec. Xomics of new air-conditioning design. 
It may be found that radiation and piping have 
been fully depreciated and are no longer an own- 
ing expense. It may require the replacement of ex- 
isting piping and radiation so as to insure long 
life and low maintenance cost on the new system. 
If the floors or roof do not have sufficient struc- 
tural strength to support refrigerating equip- 
ment, air handling apparatus, or cooling towers, 
| provision must necessarily be made to facilitate 
the installation. For installations other than the 
smaller ones for which self-contained complete 
air-conditioning units are suitable, it is always 
judicious to analyze each problem thoroughly and 
then proceed in accordance with quality stand- 
ards. 

It should be recognized at the outset that it is 
humanly impossible to satisfy every occupant of 
a general office because the conditions conducive 

| to comfort are complicated by physiological and 
physical factors. This does not mean that the 
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NEW DESIGN FOR BUSINESS LIVING 


Yes, there are 81 new different models and sizes of In- 
vincible “Modernaire”’ desks designed to make business 
living easier . . . more attractive . . . more efficient! Ad- 
justable height to fit individual requirements for leg 
room — for writing ease. Non-glare linoleum tops mean 
all-day eye comfort. Smooth-sliding and rolling drawers 
mean easy reaching for work papers. Exclusive Invincible 
Finger-Touch locking compressor in letter drawer means 
fast filing — no strain pulling files out — no "jamming" 
them in. 

Desks are made from heavy-gauge steel, with all- 


Modernaire ‘ 
Features You'll &.. 
Like! < 


A 
New 30” width on general office models means 
big savina in floor space. 


Rust-proof, sturdy, screw-jack type glides. Adjust 
desk height from 29” 03,” 


welded construction. Tops are extra-reinforced to with- 
stand heavy-weight loads, They're built from carefully 
designed standard units for uniformity of appearance 
_. . for low-cost sale. For detailed information on these 
great new desks —- how each model and size fits a specific 
office need — write Dept. C. 


Note spacious drawers. Box drawers equipped with 
one divider adjustable on 1” centers. Lap drawer 
with compartmented convenience tray. 


to 3 


Letter drawer with Invincible Finger-Touch Com- 
Pressor. Note heavy-duty, silent-action progressive 


ball-bearing roller cradle suspension. strength here! 
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Worm's eye-view of top ribbing on Invincible 
Modernaire Desks «. . 


All **Modernaire’’ desks have stainless steel bind- 
ing and corner protection. Precision die-cast 
hardwore to match. 


«+ Mo worry about lack of 
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5.00 P. M. 
SITuation 
Well in Hand 


oe 
/_al 


WHY? Because sitting is no occupational hazard for 
this man. Look at his posture—erect but relaxed, 
lungs able to breathe freely, weight evenly distrib- 
uted. Seated all day in the foam rubber, spring- 
cushioned comfort of an individually-adjusted Sturgis 
Posture Chair, he's still going strong at five. He has 
a chair that's good for him. 


If your chair isn’t good for you, it isn’t good for your 
job or your business. A demonstration by your Sturgis 
dealer might be worth considering. 


Ever wondered how muchbad - _~_- 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The > 


High Cost of Sitting’. No ; 4 
Fi 2 fan i 
) iin i) 


charge—no_ obligation—just 
good common sense. 
A complete line of executive, stenographic, recep- 
tion and institutional chairs—posture-designed 
for the person and the purpose. 


MAIL THIS COUPON NOW 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME. 


COMPANY. 


TITLE. 


ADDRESS. 


CITY. STATE 


POSTURE CHAIR CO. 


Sturgis, Michigan 
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| system should not be designed with proper ea, 


pacity or proper air distribution. It does Mean, 
however, that an average condition satisfactory 
to the majority of the occupants should be estab. 
lished and maintained, despite inevitable com. 
plaints that arise. 

From the foregoing it is qvite apparent that 
a number of things are commen to all air-condi. 
tioning systems. The capacity of the air-condj. 
tioning equipment is translateé into tons of re 
frigeration and cubic feet of aiz per minute. The 
equipment may be a central station overhead duc 
air distribution system or a self-contained room 
air-conditioner unit, but the basic physical laws 
of heat transfer, air flow, and air diffusion re 
main the same for all applications regardless of 
whether it is an office, a hotel, or a public instity. 
tion. 

The installation of air-conditioning systems jp 
either a new or existing building requires close 
coordination between the architect and consulting 
engineer. They jointly have ready access to the 
best available engineering rating data and price 
information. The chief function of the consult- 
ing engineer is to coordinate the design and in- 
stallation of all mechanical equipment. Heating, 
ventilating, and air-conditioning overlap to such 
an extent that the consulting engineer must be 
familiar with all three. 


Architect's work 


The architects’ professional services comprise 
(a) making preliminary studies of the problemn— 
the results being expressed in a report or in the 
form of preliminary designs; (b) the preparation 
of working drawings, specifications and detail 
drawings; (c) drafting forms of proposals and 
contracts, issuing certificates of payment, keep- 
ing accounts, and carrying on the business ad- 
ministration incident to the conduct of the work; 
(d) the supervision of the work as it is executed. 
He is the owner’s professional advisor and repre- 
sentative—in drawing contracts, complying with 
building codes and lien laws, checking and cer- 
tifying all bills for payment, and seeing through- 
out that the owner gets what he pays for. 

As comfort air-conditioning is a very important 
step in the modernization of any office building 
regardless of its age, it necessarily follows that 
the procedure in analyzing an air-conditioning 
problem should include a review of the office lay- 
out as an important part of the redesign pro- 
gram. The specific objective should include (a) 
revision of space allocations to units of organiza- 
tion and the redistribution of personnel and 
equipment, (b) revision of space layout arrange- 
ments to conform to improved working proce- 
dures and the flow of work, (c) spot surveys of 
bottlenecks caused by local procedure difficulties 
and improper layout, (d) estimation of the possi- 
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, BOSTON) 
PENCIL SHARPENERS 


aa i, ee 


UDI /725 


: i, 


BOSTON SELF-FEEDER 
No. 4 
looks mighty smartin 
this new exterior. Pre- ‘ 
vents waste by center- 
ing pencils accurately. 
Feeds automatically — 
contains famous 


This is BOSTON KS 


. + gives you more of everything 
desirable in a pencil sharpener, 
plus new flowing graceful lines 


cecedh Galas. . : - and added strength of all-metal. 
a BOSTON Speed Cutters (15 cutting 
The Secret of Selling More Pencil Sharpeners: edges). Guide permits © sises of 
pencils. Specify BOSTON KS. 


Display New BOSTON Models 


Boston Pencil Sharpeners are so modern, so beautiful in their new 
streamlined sleekness, so sturdy and so mechanically perfect in 
operation, that they present a completely new idea to the casual 
customer. Cash in on BOSTONS, display them! 


ORDER TODAY— THE MODERN LINE OF PENCIL SHARPENERS 
C. HOWARD HUNT PEN CO., CAMDEN, N. J. 


Also Manufacturers of Speedball Pens and Products —Hunt Pens 


000 


AMERICA’S GREATEST BUY 
IN STENCIL DUPLICATORS 


I 
COMMA UU UU 


SS 


Ui 


{ 


=] 
= 


More Automatic Features Than 
in the Most Expensive Machines 


The sensational RUDCO Model 100 
offers more automatic and improved 
features than found on even the most 
expensive stencil duplicators. It has a 
completely enclosed cylinder with internal 
brush action—eliminating all possibility 
of messy operation. Equally important is its auto- 
matic roller action that contacts the cylinder only 
when a sheet of paper is in printing position. 


MODEL 100 


OnLy $85 


(Counter $10 extra) 


COMPARE THESE FEATURES 


Fully Automatic 

Automatic Inking 

Completely Enclosed Cylinder 
Improved Internal Brush Action 
Automatic Roller Action 
Automatic Feed 

Ball Bearing Construction 
Hairline Registration 

All Steel Frame 

Easy to Use 

Built for Years of Trouble-Free Service 


The RUDCO handles paper or card stock—post card to 


legal size—and registration is always hair line accurate. 


The RUDCO is built for hard use—and abuse. Com- 
pare it, feature for feature, with the most expensive stencil 
machines in the field. You'll quickly realize that here is 
today’s greatest buy in duplicators, regardless of make— 
regardless of model! 


Stationers and Office Machine Dealers! 
Write at Once for Complete Information. 


=SLPenenewn- 


466 W. Superior St. > 18 W. 18th Street 


Chicago, Illinois New York 11, N.Y. 
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WITH FOLLOWER BLOCK 


OPTIONAL 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED AS A FILE. Inter- 
locking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 
for years. High gloss 
olive green baked enam- 
el finish. 


INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 


No. 5 Letter Size... 
No. 6 Legal Size 


No. I! Voucher Size 
No. 12 Invoice Size 10 
No. 14 Check Size............ 9 


No. 5B Letter Base 
No. 6B Legal Base 
No. 12B Invoice Base 


12'/, x 103% x 24 | With or without rollers 
5g x 10% x 24 | With or without rollers 
. 8/2 x 534 x 24 3 On Guides Only 
x 24 | On Guides Only 
x 3%x 24 3 On Guides Only 


FOLLOWER BLOCKS AND BASES OPTIONAL 
SPECIFY IN ORDER 


Write for Literature on other sizes. 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. 
72 


CHICAGO 8, ILLINOIS 
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bility of present floor space to accommodate addi. 
tional personnel and equipment, (e) the determi. 
nation of spatial needs of the various units of 
the organization in order to assign locations and 
areas in the building under air-conditioning tregt. 
ment with due regard to an established -module 
of space for purposes of flexibility, and, (f) re. 
vision of space layout arrangements in order ty 
adequately serve the visitor without disturbing 
the office personnel and the flow of work. 

From the standpoint of organization efficiency, 
it is obviously unnecessary to stress the validity 
of smooth work flow, but we must bear in mind 
that the reduction in physical activity it repre. 
sents has a direct relationship to the load condi. 
tion imposed on an air-conditioning system as 
well as to operating cost. 

A great deal of thought must be given to the 
development of time schedules for the air-condi- 
tioning installation so that it will interfere as 
little as possible with the activities of the organ- 
ization. 

Size determined 

As the size of the treated space, its usage, the 
location of physical structures such as apparatus 
barriers, fan rooms, electrical equipment, plumb. 
ing, partitions, and duct work are determined 
when the office layout is being made, the neces. 
sary alterations in the building should be made 
before relocating the office equipment. 

As living standards are still on the up-swing, 
the American public has become accustomed to 
enjoying comfortable living, working, and recrea- 
tional quarters. Progressive architecture is not 
very apt to overlook the inclusion of air-condi- 
tioning when an office building design is being 
created, because to do so would place the owner 
in a position where he may expect early obsoles- 
cence. If consideration of air-conditioning is not 
included when the fundamentals are being de- 
termined, it is a foregone conclusion that higher 
costs will invariably result when this feature is 
added at a later date. 

[Eprror’s Note: In a picture caption on page 33 of the April 
issue, air diffusers on the ceiling of an air-conditioned office 
were erroneously identified as “anemostats.” Actually the 
diffusers shown are manufactured by Air Devices Inc., under 
the trademark name Agitair. 

Anemostat is not a generic term for air diffuser, but the 


trademark name of the diffuser made by Anemostat Corp. of 
America. ] 


Production Control 
(From page 37) 
columns, “Per cent of Capacity Used,” by a heavy 
black line. 

The chart shows that the utilization of the ma- 
chines runs between 64 and 70%. This is poor 
utilization, as a normal expectancy is at least 
80%. In such a case, by careful planning and 
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NATIONAL OFFICE MANAGEMENT ASSOCIATION 12 E. Chelten Ave., Phila. 44, Pa. 


Nationa ()rFice Manacement Association 
30th ANNUAL INTERNATIONAL CONFERENCE 
1949 OFFICE EQUIPMENT EXPOSITION 
Convention Hall, Philadelphia, Pa. 

May 23-25 


CD 


1950 EXPOSITION — CLEVELAND, OHIO 
FLOOR PLANS AVAILABLE SUMMER, 1949 


we ge 


They Correct Mistakes in Any Language 


eee. STG ee wee 
Fae sd rr es 


Roe At Your Stationer 


A few of the many styles in 
America’s finest quality erasers, _ 
—for every erasing requirement. 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 
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zipper carrying 
case available 


ADDING 
MACHINES 


...are in a league by themselves. 


Check these features... weighs 6/2 pounds; short 
stroke handle; sturdy construction; non-crawling; 
non-glare keys with full size keyboard; totals and 
sub-totals in red ; over-size numerals ; and many more. 


You are missing the bet of a lifetime if you don’t 
team up with a Swift now. Remember, it is small in 
size, cost and weight...three big advantages that 
make it an important part of all types of businesses 
—large or small. 


See your dealer, or write: 


SUMFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 


| 
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supervision, experience indicates it will be Dos. 
sible to increase the percentage of utilization t) 
around 85%. 

The writer has used 100%¢ of the hours aygij. 
able as the available capacity, since the maximyy 
practical utilization cannot be determined untij 
after a record has been kept for a reasonable 
period of time. 


Action 

The key to corrective action for increasing 
utilization can be found in removing the causes 
of idleness. These causes and the extent to which 
they affect idleness are in the columns to the right 
of the total idle hours. In the example, machine 
idleness resulting from no work is the most sig- 
nificant of all the reasons. The types of correc. 
tive action which could be taken are as follows: 

1) Idleness due to no work runs between 8) 
and 97 hours. This is the equivalent of 
two machines per week. This being the 
case and provided there are no further 
requirements, the machines should be sold 
or returned, if they are rentals. 

2) Idleness due to repairs appears fairly high, 
To correct this, a program of preventive 
maintenance is in order. It should include 
periodic inspection and maintenance by an 
experienced mechanic from the vendor of 
the machines or a service agent. In large 
installations, a mechanic for this work 
would be made a part of the organization. 

3) Idleness because of no help can be cor- 
rected by having an extra operator to fill 
in for absentees. 

4) Idleness because of no supplies requires a 
better inventory control to prevent run- 
ning out of stock used by these machines. 

The causes of idleness for miscellaneous rea- 
sons are not particularly significant in this case 
and, therefore, require no action. Only if one of 
the reasons in this column appears constantly 
would it be necessary to correct the condition. 

The chart makes it very easy to see the prog- 
ress in eliminating the various causes of idleness, 
in addition to the general progress for the entire 
section. 

The information for preparing the charts is 
collected on a Daily Report of Idle Machines. 
Each machine which stops running during the 
day is listed on the report showing the time it 
stops, the cause, and the period of time which it 
is idle. At the end of the week, the daily reports 
are summarized and the information is entered on 
the business machine utilization chart. Copies 
of this chart are then prepared as an executive 
report for the supervisor in charge of the busi- 
ness machine department, the executive in charge 
of office management, and other executives who 
are responsible for corrective action. 

Programs for corrective action are usually 
initiated to eliminate the most significant causes 
of idleness first. The type of action required be- 
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Does NOT Dry Out! 


DEPENDABLE IN OVER 
1000 COATINGS IN 


Typewriter Carbons and Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 


Duplicating Carbons 


Duplicating Units 


plain or printed 


Pencil Carbon 


Pen Carbon 


Hectograph Carbon 


Pattern Tracing 
Carbon 


One Time Carbon 


Printer's Carbon 


Sales Book Carbon 


Stripe Carbon 
All sizes 


Copying Carbon 


Carbon sewed in 
binders 

Reverse Stripe and 
2-Color Stripe 


Full or Both Sides 
Coated 


CARBON ROLLS FOR 


Vari-Typer 
Burroughs 
Elliott Fisher 


Autographic Registers 
Elliott Addressograph 


All Photostatic 


Alphabetical Printer 


Executive Writing 
Hectowriter 
Tabulating 
Teletype 

Tally Rolls 
Sunstrand 


Laundry Marking 
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Kee Lox Dupli-Pax for I.B.M. and Fanfold 
Continuous Forms 


Send for Free Samples for any experiments or tests you 


desire to make at any time. We consider it afavortoserve. 


KEE ox, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U. S.A. 


| EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. 
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THE ORIGINAL NON-GREASE CARBON PAPER 


Always the Best in All Climates 


SELF-INKING RIBBONS FOR 
ALL MACHINES AND SYSTEMS 


Multilith 
Addressograph 
Dupligraph 
Speedaumat 
Burroughs 
Allen Wales 
Cash Registers 
Checkwriters 
Dalton 


Sunstrand 


All 1.B.M. Machines 


Time Clock 


CARBONS in Black, Blue, Purple, Red, 


Lithograph 
Multigraph 
Teletype 

Stamp Ribbons 
Hectograph 
Writerpress 
Roneo 
Tabulating 


All American 
Typewriters 


All Foreign 
Typewriters 


Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 


and Color Inkings 


Kee Lox Service to the Public in the U. S.A. 


through 35 Direct Branches 


om a an on an ae enenenenanall 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


Please send free samples of Carbon: 
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comes quite obvious, after idleness data for three 
to four weeks are entered on the chart, and cor- 
rective measures can then be started quickly. 
The charts are prepared not as a basis for 
criticism, but are made to remedy the unfavorable 
situations. Some of these remedies can be made 
directly by the person responsible for the super- 
vision and use of the machines. Other remedies 
must come from those in the organization who 
are in a position to control the cause. For exam- 
ple, idleness because of no help is a responsibility 
of the personnel department, provided requisi- 


tions have been placed by the machine section 
supervisor. 


Summary 


There are two distinct types of benefits that 
result from the techniques explained. Although 
both are interrelated, the action in each case takes 
place at different times. 


The planning chart is to enable the supervisor 
to determine at any time the current status of 
work, the load ahead of her section, and the places 
requiring immediate corrective action. The super- 
visor can determine in advance how the various 
day to day, or even hour to hour, work require- 
ments will affect the section. It must be kept in 
mind that the chart cannot be used to show his- 
torical information without complicating it. The 


&) ..6 oi ees, 5" 


chart is the supervisor’s tool for advance planning 
at the working level. 


The business machine utilization chart is 
graphic report to management which shows 
whether the machines are being fully utilizeg 
and, if not, the reason for idleness. This is dis. 
tinctly a record and not a technique for planning 
work. It shows the trend of utilization and the 
points requiring action. The responsibility fo, 
corrective action extends, in many Cases, beyond 
the working level of the machine section. 


Together, these two methods form a foundation 
for better administration and control of office 
production. 


American management has accepted, with few 
exceptions, the application of mechanized methods 
for all types of office work. As yet, however, the 
application of modern methods of management 
and administration for offices has not reached the 
level of many scientific methods which have had 
successful applications in manufacturing. How- 
ever, rapid strides are being made in the right 
direction through the publications and good work 
of groups such as the American Management 
Association, the National Office Management As- 
sociation, the Society for the Advancement of 
Management, National Association of Cost Ac- 
countants, and many others. 


The 
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. . « improves office efficiency, safeguards health—and costs only $1.50 


Moistening of fingers, stamps, envelopes, or labels is 
much easier, faster, and cleaner for your office force 
with Sengbusch’s new Sanitouch Moistener. It is also 


just the thing for Cashiers and Bank Tellers when they 
handle money. 


But the Sanitouch Moistener is more than just prac- 
tical. Made from lustrous walnut-finish plastic or lus- 


trous two-tone black and grey plastic, it’s good-looking 
too. 


Other features: Weighted base gives stability that 
guards against upsets and splashing. Moistening-ball 
seals opening and keeps the water clean and fresh. 
Simple quarter-turn removes top for easy refilling. 
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There are no parts to wear out or break. Size is 334 
inches by 214 inches. 


Sanitouch Moisteners are extremely popular also as 
“Good-Will Builders’—with the donor’s name im- 
printed in gold or silver leaf. 


Safeguard the health of your employees—add to their 
convenience and efficiency. Equip your offices with the 
new Sanitouch Moistener. Write for circular M-1. 


159 SENGBUSCH BUILDING @® MILWAUKEE 3, WISCONSIN 
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Oscillating 
Air Circulator 


a5 
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wf $ List, incl. tax 
fe aj 124° Lowy tt 


The finest circulator of all; adjustable 
for either 45° or 90° oscillation, or 
stationary use. If oscillation is obstruct- 
ed, the exclusive Surf safety release 
keeps fan from tipping over. Ultra-quiet 
24-inch blades. 3 speeds. NEMA rated, 
7000 c.f.m. Underwriters’ approved. 


Suef 


10-inch Fan 
sq]95 List, incl. tax 


A real beauty; more compact, more 
versatile than any 10-inch fan on the 
market. Moves 500 c.f.m. with quiet, 
vibrationless operation. Adjustable 
through full 360° vertical arc for all- 
direction efficiency, without draft. 
NEMA rated. Underwriters’ approved. 


4332 North Knox Avenue 
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Get full details 
from your whole- 
saler, or write: 


Chicago 41, Ill. 


YOU'LL WANT 
THIS CHAIR 


483514 


b, Taylor 


Here’s the ideal chair for the general office 
executive who requires all day comfort to do 
his many job assignments. 


Exclusive Comfortable-Posture features in- 
clude: (1) Pivotal Follow-Through Foam 
Rubber Back. (2) Molded foam rubber seat 
over springs. (3) Seat upholstered in cool 
luxury Gros Point. (4) Famed Taylor Syncro- 
Tilt Correct Posture mechanism. 


It’s a chair you'll like—Ask about it. 


The Taylor Chair Company 
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| THE TAYLOR CHAIR COMPANY, Bedford, Ohio r 
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Put this 


“BEST SELLER” 


to work ... it’s yours 


--o FREE! 


Here's a really practical book that will 
help you keep your office equipment rolling 
easily and smoothly . . . and help you 
protect your floors against damage. 

It’s Bassick’s Floor Protection Equipment 
Catalog . . . and it’s packed with vital 
information that will help you to order 
the right Bassick product for your needs. 
Bassick 


ot casters - 


the world’s largest manufacturer 
has a broad line of floor 

protection equipment that will fill your 

needs exactly . . 


. and this catalog makes 


ordering easy. 


1 
FLOOR prot SSIES 7 


SEND TODAY FOR YOUR COPY 
..at your local Bassick supplier's 
...Of write direct to: THE BASSICK 
COMPANY, Bridgeport 2, Conn. 
Division of Stewart-Warner Corp. 


In Canada: BASSICK DIVISION, it 
Stewart-Warner-Alemite Corp., : 
Ltd., Belleville, Ontario. 
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COMING EVENTS 


Insurance Accounting and Statistical Association. .. May 19th.2)4 
27th International Conference 
Edgewater Beach Hotel, Chicago 

National Office Management Association. . 

Annual Office Equipment Exposition and 
International Conference 
onvention Hall, Philadelphia 

National Negro Insurance Association........... June 21 st-244h 
29th Annual Convention 
Reynolds Hall, Philadelphia 


May 22nd.25¢ 


3 AMA Conferences 
Packaging....... MAT aeihice as wie ee --.-May 10th-124h 
Auditorium, Atlantic City 
eke Piso tata May 26th-27+h 
New Yorker Hotei, New York 
General Management.................... 
Hotel Statler, New York | 


Insurance. 


June 8th-9+h 


Cost Accountants Hold Equipment Show 
The New Haven, Conn., chapter of the National Asso- 
ciation of Cost Accountants held its biennial business 
show April 20th through 22nd at the Goffe Street Armory. 
New Haven. ; 
It is estimated that more than 15,000 visitors attended 
the show, which featured the exhibits of 36 office equip- 
ment companies, whese products were designed to lower 
costs. 


Office Equipment Men Aid Medical Drive 

At a luncheon held recently, sponsored by Ralph H. 
Fisher, incoming chairman of the Office Equipment & Allied 
Industries division of the New York University-Bellevue 
Medical Center Fund, some forty leaders in the industry 
heard Dr. Howard Rusk, director of the Center’s Rehabilita- 
tion Institute, describe the efforts of he and his staff in 
restoring disabled and handicapped persons to useful living. 

Another speaker at the luncheon, which was held at the 
Institute’s temporary headquarters, 325 East 38th St., New 
York, was the Honorable James A. Farley, who discussed 
the importance of the Institute to the community. Mr. Fisher 
also introduced Edward M. Douglas, vice-president of 
International Business Machines Corp., who lauded the 
efforts and objectives of the fund-raising project, and 
promised his cooperation. 

Mr. Fisher reported that $44,500 was still needed to com- 
plete his division’s quota of $75,000. The luncheon repre- 
sented his initial effort in this continuing drive. Though 
nearly twenty million dollars have been raised to date for 
the over-all Medical Center project, Mr. Fisher nevertheless 
urged his guests to give their aid. He said that they in- 
tended to commence building the new center, even though 
the over-all quota of 25 million dollars had not been 
attained. 

In the course of his talk, Dr. Rusk introduced to his 
audience three patients who had originally represented ex- 
treme cases of disability, but who now, by reason of the 
training and assistance of the Institute, are earning their 
own living. In pointing out the fact that there are insuffi- 
cient schools of this type, Dr. Rusk said, “The medical, 
social, and economic implications of an aging population 
present one of the great challenges of this country. In 1900, 
one person in 25 was 65 years of age or older; it is estimated 
that in 1980 the ratio will be one in 10. Our economic and 
social structure cannot be maintained if we continue to keep 
the growing number of the physically disabled and the aged 


_ out of production by arbitrary retirement policies and the 


failure to provide rehabilitation opportunities.” 


Marchant Opens New Office 
Marchant Calculating Machine Co., Oakland, Calif, 
has established new sales and service offices in Durham, 


| N. C., and Thomas O. Talton has been promoted to the posi- 
| tion of local agent, it was announced by Edgar B. Jessup, 


president of the company. 
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pr. Peterson Joins Arthur D. Little, Inc. 
Dr. Willard D. Peterson announced recently his asso- 
ciation with Arthur D. Little, Inc., Cambridge, Mass., con- 


sulting research and engineering organization. Dr. Peterson 


Dr. W. D. Peterson 


was previously associate director of research and develop- 
ment at J. T. Baker Chemical Co. He will be concerned at 
Arthur D. Little, Inc., with the fields of process development 
and the general field of photographic materials and fac- 
simile duplicator, with particular emphasis on diazo-type | 
reproduction, for which he is well known. Dr. Peterson is 
a graduate of Iowa State College and received his Ph.D. 
from Harvard University. 


| 


Three Elected to Todd Board 


Election of two zone sales managers and a branch | 
plant manager to the board of directors of the Todd Co., 


Rochester, N. Y., was announced last month following the | 


annual meeting. Named to the board were George H. McGill, 
manager of the Boston sales office; Robert E. Hall, Jr., man- 
ager of the Atlanta sales office; and Charles P. Hopley, 
manager of the Denver branch plant. 

Mr. McGill has been with the company for 33 years, start- 
ing as a salesman in Albany. He was manager of the Albany 
and Springfield offices and assistant manager of the New 
York office before assuming his present post. Mr. Hall for- 
merly was with the Bankers Supply Co. and joined the 
Todd organization when the company purchased the former 
concern in 1925. He was appointed manager of the Atlanta 
zone in 1933. A native of England, Mr. Hopley also for- 
merly was with the Bankers Supply Co. He became a Todd 
salesman, then manager of the Denver zone. He was 
appointed manager of the Denver branch plant several years 
later and for some time held both positions. 

Addition of this trio to the board underlines the impor- 
tance attached by the company to its sales operations. 
Exactly half of the newly-enlarged board of 22 are sales 
executives, former sales executives, or salesmen. 


Berry Now General Office Manager 
James T. Berry has been appointed general office man- 
ager of Owens-Corning Fiberglas Corp., Toledo. He joined 
the corporation in 1945: 
A regional director of the National Office Management As- 


James T. Berry 


sociation, Mr. Berry is a past-president of the Toledo chapter 
of that organization. He is a native of Texas. 
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* WRITES BETTER 
+e WRITES SMOOTHER 


e WRITES NEATER 
¢ STRONGER LEADS 


WE SHALL 
BE PLEASED 


TO QUOTE 
you 


220 FIFTH AVE. * NEW YORK. N. 
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TIME SAVING 
SALES MAKERS 


LETTERING GUIDES 


to retail at 
Only C-Thru modern engineering 0 retail a 


,methods turned the trick. So simple $Q00 


to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete  & Guides 

alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16", 1/4", 5/16", 3/8”, 1/2”. 


Improved with thicker, 
plastic, true edges, 


on working surfaces elim 


ADJUSTABLE TRIANGLES — 
8” size of sturdy, clear n¢ 
inflammable plastic. No pr 
truding rivets or sharp points. 


PDP, A complete line of other quality q 
drawing, ruling and computing devices. 
) 


SEND FOR FREE CATALOG 
RULERS - TRIANGLES » NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


CTH eee Goneny 


HARTFORD, CONN. 
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Controllership Foundation Elects Burbott — 
The Controllership Foundation, One East 42nq St 
New York, research arm of the Controllers Institute of 
America, has announced the election of officers and trustees 
for the coming year. Edwin W. Burbott, vice-chairman of 
the A. B. Dick Co., Chicago, has been elected president of 
the Foundation, succeeding Daniel J. Hennessy, who te 
vice-president and a director of the Jamaica Water Supply 
Co., Jamaica, N. Y. : 
Stanley W. Duhig, vice-president and treasurer of the 
Shell Union Oil Corp., New York, has been named vice. 
president of the Foundation, and Frank E. Wentworth, sec. 
retary and chief accountant of the Ward Baking Co.,, Ney 
York, has been elected treasurer. Walter Mitchell, Jr., man. 
aging director of the Institute, is secretary of the Founda. 
tion. 
Mr. Burbott is a former president of the Institute, having 
held that office in 1944-45, and is currently serving as chair 
man of that organization’s national committee on Ethics 


Edwin W. Burbott 


and Eligibility Standards. He was president of the Institute's 
Chicago Control in 1941-42. Mr. Duhig is a former director 
and executive committee chairman of the Institute, and 
was chairman of its national committee on Cooperation 
with the Security and Exchange Commission in 1944-46. 

Trustees of the Foundation are appointed by the Con- 
trollers Institute of America, and K. Y. Siddall, president of 
that organization and comptroller of the Procter & Gamble 
Co., Cincinnati, has announced the appointment of two new 
trustees and the reappointment of three others. Those 
newly designated are Walter B. Gerould, controller and sec- 
retary of A. G. Spalding & Bros., Inc., Chicopee, Mass., and 
Thomas J. Tobin, comptroller of the Erie Railroad Co, 
Cleveland. Those reappointed are: James C. Anderson, 
controller of the Standard Oil Co. (New Jersey), New York; 
Herbert P. Buetow, treasurer of the Minnesota Mining & 
Mfg. Co., St. Paul, and Oscar N. Lindahl, vice-president, 
finance, of the Carnegie-Illinois Steel Corp., Pittsburgh, who 
was president of the Institute in 1939-40. 


Bataille Appointed by SoundScriber 
R. W. Davidson, sales manager of the SoundScriber 

Corp., New Haven, Conn., manufacturers of electronic disc 
dictating equipment, announces the appointment of Edmund 
L. Bataille as a regional sales manager for the company. 

Bataille, active in selling for twenty years, joined Sound- 
Scriber as a sales representative in the New York area in 
1945, later to become general sales manager for that distribu- 
torship. In 1948, he joined the home office staff as national 
accounts representative, serving in this capacity until the 
most recent appointment. He is a member of the Advertising 
Club and Sales Executives Club of New York and also the 
National Federation of Sales Executives. 


Accounting Firm Opened 

As of April 1st, H. Kenneth Marks and A. F. Adams, 
formerly partners in J. K. Lasser & Co., accountants, 1440 
Broadway, New York, are engaged in the general practice 
of public accounting under the firm name of Marks, Adams 
& Co., with offices at 1450 Broadway, New York. 
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Fanfold Writing Machine Unveiled 

A completely new electric keyboard fanfold writing 
machine, designed to produce better and more multi-copy 
work with less physical effort by the operator, has just been 
announced by Underwood Corp., One Park Ave., New York. 
The machine, which is now available, combines the fully 
electric keyboard for speed and uniformity of type impres- 
sions with improved automatic features for simplified 
machine manifolding operations. 

The Electric Keyboard Fanfold Writing Machine is 
equipped with an automatic electric carriage return and a 
two position intermediate carriage return feature to speed 
efficient production while eliminating ordinary typing 
fatigue. Other features include full length tabulator bar 
for either left or right hand operation, plus a palm tabulator 
for rapid selection of columnar positions. 


Filing Association Reports on Meetings 

One of the Filing Association’s most interesting meet- 
ings of the year was held March 14th at the Hotel New 
Yorker. The speaker at this meeting was Dr. Ethel J. Alpen- 
fels, noted anthropologist, who is associate professor of edu- 
cation at New York University. Her subject was “From Adam 
to Atom,” and she intrigued everyone in the audience with 
her presentation. 

The April meeting of the Association was held on April 
llth at the New Yorker. At this meeting, Miss Margaret 
Weis, clerical methods planner, Western Electric Co., Inc., 
discussed and demonstrated “Gimmicks, Gadgets and Small 
Office Appliances Used in Filing and Related Office Activi- 
ties.” Samples included new, old, store-bought and home- 
made items. 

In addition to seeing the latest gadgets in town, there was 
a showing of “It Must Be Somewhere,” a new color motion 
picture portraying the contrast between the old-fashioned 
file room and the modern correctly operated department of 
today, offered by Remington Rand, Inc. 

The June dinner meeting of the Filing Association of New 
York, scheduled for the 13th, will be held at the Fifth Avenue 
Hotel, and the featured guest will be Miss Lois Fisher, well- 
known cartoonist, who will discuss and illustrate her subject, 
“You and the United Nations.” The May meeting was being 
held as this issue went to press. 


AMA Issues Checklist 

The American Management Association, 330 West 42nd 
St. New York, has published a checklist of 61 studies pro- 
viding information on increasing productivity in factories 
and offices for production executives, personnel directors, and 
office managers. Case histories, analyses, and recommena- 
tions by nearly 200 experts on productivity are presented 
in the studies. 

The checklist, “Increasing Productivity in Factory and Of- 
fice, provides a complete listing of studies related to em- 
ployee productivity as undertaken by the production, per- 
sonnel, marketing, finance, insurance, office administration 
and packaging divisions of the national management group, 
supplemeted by research projects and special publications 
sponsored by all the divisions jointly. 

The list is available on request to the Association. 


Office Executives to Award Scholarships 
Two scholarships, valued at $65 each, in the field of 
office management, are to be awarded by the Office Exec- 
utives Association, New York chapter of the National Office 
Management Association. Open to men and women between 
the ages of 21 and 40, the scholarships may be used in any 
college or university. 
Written tests were scheduled to be given to applicants 
on April Ist, and the winners were to begin their courses 


not later than September 30th, 1949. Applications closed 
March 7th. 
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i ffice mailing 
t complete line of o 
™ a on the market today. 


5 — Capacities 2 Ibs. to 50 Ibs. 


Four model 


Model 1546—List......$4.95 


A handy desk scale, case 
made of durable, heavy 
Lustron plastic. Capacity 
2 Ibs. by 1 ounce. Com- 
putes postage for air and 
first class mail, and for 
merchandise up to 2 Ibs. 
Large dial. Platform 2” x 3”. 
Dimensions overall 51/2" x 
24" x 6Y2"'. Packed one 
to a carton. Shipping 
weight, 1% Ibs. 


Model 1509 
Lit ........08,58 


The postal scale for 
average office use. Ca- 
pacity 5 lbs. by 12 
ounce. Computes 
postage for airmail, 
first class and mer- 
chandise up to 4 Ibs. 
Dial 61/2", glass covered. 
Platform 51/2” square. 
Dimensions overall 6/2" x 
62" x 9/2". Packed one 
to a carton. Shipping 
weight, 5 Ibs. 


Model 1530 
it ......98.58 


Parcel Post Scale. Capac- _ 
ity 25 Ibs. by 1 ounce. 
Computes postage for 
merchandise up to 25 Ibs. 
for all postal zones. 
Dial 62’, glass covered. 
Platform 51/2" square. 
Dimensions overall 61/2’ 
x 62" x 9V2"'. Packed 
one to a carton. Shipping 
weight, 5 Ibs. 


Model 1515 
List .......$10,50 


Parcel Post Scale. 
Capacity 50 Ibs. by 
2 ounces. Computes 
postage for merchan- 
dise up to 50 lbs. 
for all postal zones. 
Dial 8’, glass covered. 
Platform 7” square. 
Dimensions overall 
ave aw. 
Packed one to a carton. 
Shipping weight, 81/2 Ibs. 


Model 
1515 


Dealer advertising electros, mats or display cards available on 
request. One and two column plates 75 lines high. 

Consumer stuffer available for dealer use. Contains illustrations 
and descriptions of four scales, also revised domestic postal rates 
effective January 1, 1949. 


Order from your supply house 


HANSON SCALE COMPANY 


525 North Ada Street, Chicago 22, Illinois 
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WANTED! 


duties ? 


hurried office managers . 
them well. 


TOUGH OFFICE ASSIGNMENTS 


is? Laying it out, planning it, buying the 
right furniture at the right price, all while 


| 
| 
Do you have one now? In your office, that 
| 
| you're trying to keep up with your regular 


Why not make it easy on yourself? Give it 
to us! We've handled tough assignments 
like yours for hundreds of other harried, 
. and handled 


| 
| 
| 

Twenty-five years of successful experience is 
your assurance of our ability to serve you. 
) Write us. We'll be glad to tell you more 
about ourselves and what we can do for you. 
| 
| 
| 


SPAK & NATOVICH, ia 


J Vid fearnilire anid ypgoonilinetia siti 1924 | 


“a : | “ 
| Mailroom and 


a Metered Mail Systems #. 
Letter and Parcel Post Scales 
r Openers ¢ Envelope Sealers 
i er : Multipost Stamp Affixers os 
4 Mailroom Tables, Sorting Racks and 
* Mail Bags and Mail Bag Holders 
Endorsograph Check-Endorsing and Cancelling M 
Ticketograph Pay and Production Control Syste: 
; Automatic Stamp Vending Machines: 
A.’ _ Pak-Tyer Automatic String Tying Machines 


re ae ell 


. Rochester 2, tow 
Commercial Controls Canada Lid., Toronto 1, Onto 


Office Equipment 


, Austin Scully, director, and Arthur J. Amberg, past-presi- 
| dent and advisor. 


| W. B. Wood Co., second vice-president; Robert M. Bottger, 


_ Frank H. Kynor, Atlas Supply Co., J. W. Holoski, Ortho 


| invited. 
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of the conference were: The International Situation, The 


Zaenglein Participates in Conference 
W. G. Zaenglein, president of the Monroe Calculating 
Machine Co., Orange, N. J., participated in the Joint Civilian 
Orientation Conference from April 4th to llth, a Project 
originated by former Secretary of Defense, James A. For. 
restal, and continued by his successor, Louis A, Johnson 
The conference included leaders in the business, labor and 
professional fields, its purpose being to acquaint the group 
with current problems of the Military Establishment. and 
to obtain views of the members on matters concernin 
national defense. 
The conference opened at the Pentagon Bldg., in Washing. 
ton, and discussions continued there until April 6th, Topics 


g 


W. G. Zaenglein 


National Military Establishment, Unification, Economic and 
Military Aspects of Preparedness, Scientific Research and 
National Security, Atomic Energy, The Navy, The Air Force. 
and The Army. 

Speakers included Secretary of Defense Johnson; John 
Sullivan, Secretary of the Navy; General B. Cates, Com- 
mandant, U.S.M.C.; W. Stuart Symington, Secretary of the 
Air Force; Kenneth Royal, Secretary of the Army; General 
Omar N. Bradley, Chief of Staff, and others. 

The group observed aircraft operations in Norfolk, Va., 
Air Force demonstrations in Elgin Field, Fla.; and Army 
demonstrations in Fort Benning, Ga., where the conference 
closed. 


Newark Chapter of NOMA Holds First Meeting 

The first organization meeting of the newly formed 
Newark, N. J., chapter of National Office Management Asso- 
ciation took place at the Military Park Hotel, Newark, on 
March 24th, and was attended by 64 executives who repre- 
sented a diversified group of North Jersey industries, insur- 
ance companies, and banking institutions. 

Assisting in the proceedings were W. H. Evans, national 
secretary-treasurer; Hugh Warner, national research direc- 
tor; and David Griesemer, area director. Also present were 
New York chapter officers Elmer L. Helm, vice-president; 


Officers elected for the year are B. W. Leonardson, Hard- 
ware Mutuals, president; John P. Davidson, E. I. duPont 
de Nemours & Co., first vice-president; Abraham Melter, 


Hardware Mutual Life Insurance Co. of Minn., treasurer; 
Richard A. Brueggeman, Fidelity Union Trust Co., secretary; 
and Carl R. Bottomley, Ciba Pharmaceutical Prod. Co., cor- 
responding secretary. Directors are Paul W. Stewart, Pru- 
dential Life Insurance Co., Horton S. Allen, Wright Aero- 
nautical Corp., A. E. Riddle, Colgate-Palmolive-Peet Co., 


Pharmaceutical Corp., Harry H. Allen, Mutual Benefit Life 
Insurance Co., John Malarek, American Isnurance Co., and 
Miss Anna Rathjen, Cornell & Underhill, Inc. 

Meetings are planned for the second Thursday evening of 
each month, and al! interested executives are cordially 
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POL CUNTAL, fis, Neves"-2n4 


plete Line of Spirit and Gelatin 
DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


MANUFACTURERS 


a 
Trade Mark 
Spirit and Liquid and Cream 
Gelatin Carbons Cleansers 


Spirit Master Units Printing Inks 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 
The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 


shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 


5150 Church St., Skokie, Ill. * Telephone Skokie 4258 


 FOUNTNBRUSH and INKS 


You'll find dozens of uses in the office 
for the Flo-master FOUNTNBRUSH 
Use it for addressing and labeling 
packages .. . file indexing .. . 
dating, proof-reading and script 
marking . . . chart, graph and 
map records, etc. Flo-master 
Ink dries instantly .. . 

available in eight transparent 
colors. Valve-controlled — 
Leakproof. Interchangeable nibs 
permit fine or heavy marking. 
Flo-master Set with 3 nibs 
and 12 oz. bottle Ink — $3.50 


today. 


CADO) Cushman & Denison Mfg.Co. — 
135 West 23rd Street, New York 11, N. Y. 


Order from 
your dealer 


ACCOBIND 


FOLDERS 


ACCO PRODUCTS, Inc. 


Ogdensburg, N. Y. 


THESE UTILITY LABELS 
ARE EASIER TO USE! 


Stationery Div ‘ Dept. 


faster, lowercost mailings with 3 .— 


(PRG |DUPLISTICKERS' 


4 Duplkete Addresses at a 
time 

Office typist can do your ad- 
dressing 

Use on office duplicating ma- 
chimes 

Labels large envelopes, sam- 
ple pockages, etc. 

Seals, addresses folders, etc., 
in one operation 

Can't roll, tip or spill 


On sale at your stationer. 
Fer application to your 
direct mail problems write. 


=<, 
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825 Gummed labels 
Letter size sheet 
of 33 perforated 
labels 

Choice of 5 
“keying” 

colors 

50c 


per package 


SPECIALTY PRINTING CO., 


Stationery Div. Dept. om 
Scranton, Pa. 
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FOR BETTER IMPRESSIONS... 


FULTON 


DRI-KWIK STAMP PADS 


Here is a stamp pad with outstanding features... 
a box cover with rolled-edge for ease in opening 
. . . a pad carefully constructed of special woven 
felt and muslin on perfectly insulated block—inked 
with Dri-Kwik, a special ink that is odorless and dries 
instantly after use, but remains moist in stock. 
Furnished in red, black, violet, blue and green. 
Depend on Fulton for outstanding value of 
Service and Fulton Daters and Numberers . . . 


all of high grade rubbers—deeply moulded to 
give clearer impressions. 


Deluxe and special business outfits, sign and chart 
markers, and all types of marking inks. 


Achilles and Iron Castor Racks 
PROMPT SHIPMENT WRITE FOR CATALOG 


ile SPECIALTY COMPANY 


Factory and Showroom 
82 Fulton Street Elizabeth 1, N. J. 


With 


ONE-TIME CARBON INTERLEAVED FORMS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. OM-11 


The ARTHUR J. GAVRIN PRESS, Inc. — a 


50 WEBSTER AVENUE e NEW ROCHELLE, N. Y. 
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Leishen a Vice-President at Woodstock 

The Woodstock Typewriter Co. announces the appoint. 
ment of M. Leishen as vice-president in charge of sales. Mr 
Leishen, who left Los Angeles as president of the Zenith 


M. Leishen 


Corp. to join Woodstock, brings with him an enviable record 
of 30 years’ experience in the office machine industry. 

Previous top executive positions include posts with Comp- 
tometer, Burroughs, Dalton Adding Machine and the Ape. 
counting Machine Corp. One of the most widely traveled and 
best known figures in the entire field, “Mike,” as he is 
known to his associates, numbers countless friends among 
jobbers, dealers, manufacturers and salesmen. 


Transcription Supervisors Hold Annual Bridge 
The Transcription Supervisors’ Association of New 
York held its 15th Annual Bridge at the Club Rooms of the 
Wanamaker store, Astor Place, New York, on April 23rd, 
In keeping with Mayor O’Dwyer’s recent proclamation of 
April as Cancer Control Month, a donation was made to 
the New York City Cancer Committee from the proceeds. 


Impressive Employee Handbook Issued 

Companies who may be considering the establishing 
of an employee handbook might do well to review a copy 
of the new one produced by John Labatt, Ltd., brewers of 
London, Canada. 

This 117-year-ojd firm has taken great pains to provide in 
its latest manual, a complete yet concise and easily under- 
stood picture of all the policies and other matters that 
concern its employees and their welfare. 

Printed on good stock, provided with a loose leaf-type 
binding, and profusely illustrated, its many pages give 
to the reader a thorough understanding of the company he 
works for. 


NOMA Staff Switch in Duties 

A change in staff responsibilities for two major 
national office divisions, public relations and research and 
standards, has been announced by W. H. Evans, secretary- 
treasurer of the National Office Management Association 
with headquarters in Philadelphia. 

Vaughn Fry assumes the position of staff director of pub- 
lications and publicity after three years’ service as staff 
director of research and standards. In the new assignment, 
Mr. Fry becomes editor of the NOMA Forum. 

H. A. Warner, formerly public relations director, assumes 
the research and standards post with responsibilities for na- 
tional surveys, salary surveys, inquiry service, and office 
standards. He will take over the Association’s national 
methods simplification program in November, after Mr. Fry 
has completed his duties in connection with the organization 
of the program and the hoiding of the national clinic in 
Detroit in October. At that time, he will relinquish his 
NOMA membership promotion responsibilities to Mr. Fry, 
who, in addition to publicity and publication functions, has 
assumed staff direction of the NOMA program for interna- 
tional cooperation. He will also continue his promotion of 
NOMA’s Simplified Letter, a streamlined form for business 
correspondence. 
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The Fastest-Selling 


* Fountain Pen* 


in stationery 
stores is the 


Esterbrook 
with the right 
point for the 
way you write 


TO SELECT OR ® 


RENEW HERE'S 
ALL YOU DO 


*Survey made by 
National Analysts, Inc. 


WASTEFUL 
DANGEROUS 
MAKESHIFT 


Of Cutting and Trimming 
And Use the New “Precise” Trimming Board! 


Mernops 


Your 


® Saves Time, Labor ® Cuts Cleaner, Faster 
® Cuts, Trims Light Materials Up to 4" Thick! 
Be modern, efficient! Throw away your knife, razor 
blade or other makeshift device and let the new “Pre- 
cise” Trimming Board do your cutting and trimming. 
Pays for itself in no time at all; gives you faster, neater, 


safer work every time, at less ex- ‘ ; 
pense. Has patented adjustable se, 

° ° No. 3—10%” ...... $ 5.00 
paper guide; 2 white scales on No, 4—12%" ...... 7.00 
black seasoned hardwood board; a tea wees ey 

: P No. 6—18%” ...... 2 

nothing finer at any price. A No. 724%"... 31.00 
size to fit your every need. Com- West of Rockies, add 
pletely guaranteed. 10% to list. 


Order Your "Precise" From Your Stationer 
If Dealer Cannot Supply, Order Direct 


AMERICAN PHOTO LABORATORIES 


Dept. ©. 28 N. Loomis St. Chicago 7, Illinois 
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‘@i8eE) NEW ITEMS 


PRONG- 
FASTENER 
BINDERS 


Complete range of sheet sizes and 
capacities. Red or Black Press- 
board, cloth hinged, 2-piece con- 
struction, Punched for all standard 
spaced fasteners. 


Prong Fasteners—All popular capa- 
cities and c, to c. Rust-resisting 
metal. Complete units, com- 
pressors only or bases only. 


o 


oe > = Y 
With or without prong fasteners. Straight cut, '/2 cut, 1/3 cut or 1/5 


cut, Gray pressboard with cloth ''W'' gussett. Letter and legal sizes, 
I" and 2" capacities. 


Write for Our New Complete Catalog Today 


ELBE FILE & BINDER CO., Inc., Fall River, Mass. 


ae 


SAVE on COSTS—Buy Direct for Less! 


ADJUSTABLE 
STEEL 
SHELVING- 
UNIT BINS 


OPEN and CLOSED TYPES 
@ Standard or Special 


Sturdy Construction 


@ Olive Green Baked Enamel, 
or Your Choice of Color 


@ Prompt Delivery 
@ Moderately Priced 


Easy, Simple to Order, 
Obtain FREE Estimates 


Just send your specifications, dimen- 
sions or drawings and type wanted, 
or, state what you needs are and 
we'll furnish you with a prompt esti- 
mate. If you have a special storage 
or bin problem, let our design de- 
partment help you. No charge. With 
our price list, it's fast, simple and 
exact to estimate your costs. Com- 
plete satisfaction guaranteed. 


No. 100 Open Type 


From this basic unit and 
Hilco's interchangeable parts 
any type or size bin may be 
constructed to meet your every 
need. 


Write Today for Literature, Estimates, Price List! 


HILCO MFG. COMPANY 


Dept. M — 1721 N. Elston Ave., Chicago 22, Ill. 
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VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for Prices 


Heineman Office Equipment Co. 


4 N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


WANT-AD OPPORTUNITIES 


Rates are 15¢ a word, Minimum charge $3.00. Payable in ad. 


MANAGEMENT & EQUIPMENT, 260 Fifth Ave.., 


vance. Address replies to all Box Number ads af o OFFICE 


a~ DURASHIELD ALL-PLASTIC 


« . . 
(ese) in-and-out Time Indicator Board 
SIMPLE TO OPERATE—CAN ee 


ACCOMMODATE AS MANY 
NAMES AS DESIRED IN 
MULTIPLES OF 10. 

If your stationer cannot supply 
you, write us direct. 

10 name Board as shown, $6.95 ea. 
20 name Board, with holder, $12.95 


: Plastic 


FABRICATORS CO. 


440 Sansome Street 
San Francisco 11, Calif. Size 8!/."" x 10" 


More and more typ- 
ists prefer Norta, the 
modern plastic type 
cleaner. No liquids 
to spill or splatter. 
No mess. Quick, 
efficient. Longer last- 
ing. A favorite since 
1924. 


THE ORIGINAL 


NORTA | 


PLASTIC TYPE CLEANER 


NORTA DISTRIBUTING CO. + 1123 BROADWAY, NEW YORK 10, N. Y. 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30!" High 


Made of heavy quage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 
ART STEEL SALES CORP., 


170 West 233rd Street, New York 63, N. Y. 


FUTURA GREY 


Positions W anted—Male 


OFFICE METHODS & Procedures Specialist:—Ten 


iTS €Xperiencns 


Procedures, Layouts, Manuals, Form Design Standardization 
All Reproduction and Printing Methods plus correct Ap; 
theory—Practical “Know How” all phases. Presently in S 
in Supervisory Capacity. Seek similar assignment 


Write OM-45 


SALES MANAGER. open “for new connection. Over 21 years sell ing 
experience accounting, calculating and communications equipment a 
systems. Excellent record and references. Prefer - . ern U. § Wi 
consider any proposition with good Prospects. OM. , 


Positions Wanted Female 


RECORD ADMINISTRATOR seeks temporary assignment o 
manent connection. Excellent training and ee ort in analy; 
stallation, reorganization, and administration. OM-4 


COMPTOMETER OPERATORS available for ane ry emergencies 
They do not go on your payroll. General Calculating Service, 8 Broad 
way, New York, N. Y. 

EXECUTIVE ASSISTA ANT— Right hand to a ~ busy” executive. Wig 
diversified experience in management of office, purchasing, Production, 
sales, personnel. Knowlecge of engineering, blueprints, securities, 
Capable of handling outside negotiations. <A find for a wide awake 
organization seeking a reliable, loyal and hard working Person who 
on. to become an asset. Available now at a starting salary of $3,900 

1-43 


T Der 
Sis, in. 


QU. ALIFIED MEN whose earnings have been $3,000 and up. ~ The 
confidential exch: inge, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 

SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communic: tte with the undersigned. We offer the 
original personal employment service (39 years recognized Standing and 
reputation). The procedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
protected. Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg, 
Buffalo 2, New York. 


Representation Wanted 


SALESMEN WANTED, calling on large offices in New York Cit 
to sell unique. patented superior typewriter service. Unusual high 
commission. Part, full time, or sideline basis. Telephone Mr. Kerr 
at Digby 9-2772 

MANUFACTU RER® Ss ~REPRESENTATIV ES WANTED who are inter. 
ested in selling a complete line of metal, masonite, and formica typewriter 
tables. A beautiful line. Old established line which has recently been 
reorganized. Good commission rate. Many territories open. Contact Mr 
F. W. McWilliams, 10700 Berea Road, Cleveland, Ohio. 


Fer Sale or To Buy 


REMINGTON RAND dual bookkeeping machine—Dalton M 
wanted. Must post statement and ledger card at one operation. 
No. 8-191944; 890J Model. No dealers Write Susquehanna 
Co.. Upland, Pa a. ae ae 

PERFORATED GUMMED ADDRESS labels. 8'2 x 11 sheets, 33 labels 


aist 


on sheet Used for typing mailing lists. Make up to 6 duplicate cories 
using any good carbon paper. Our sheets are good quality, well gummed 
and very low in price. Write for sample sheet and our price list 


Bison Research Service, Buffalo 2, Minnesota 


Patent Attorney a 

PATENT ATTORNEY secures “patents, “trade marks, copyright; call or 
send me your sketch or model. Confidential advice, literature. Z. H. 
POLACHEK, 1234 Broadway. New York City. 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 


AMES SAFETY ENVELOPE COMPANY 
SOMERVILLE MASSACHUSETTS 


Electrically welded throughout. 


KARDEX CABINETS 


Remington Rand Visible File—solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World’s Largest Declers in Guaranteed, 
Rebuilt Visible Equipment. 


UNIVERSAL firey pin New Yort 3, N.Y. 


“The House that Confidence Built” GR-3-3741 
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ible in ad. bs 
> OFFICE purroughs Names Research Director | 
—— Burroughs Adding Machine Co., Detroit, has appointed 
to its newly created position of director of research, Dr. 
Irven Travis, a professor on the faculty and formerly super- 
visor of research of the University of Pennsylvania’s Moore | 
School of Electrical Engineering. The appointment was an- | 


nounced by Raymond G. Bower, the Burroughs vice- 


“here abro- 


Years sell; . . ° ° | 
or president in charge of engineering. | 
nv. Ss. Wil . * 

Office Equipment c« Feature of Coming Show 
a Modernization of office equipment will be among the 
nent or per. featured discussion topics and exhibits at the annual con- 

analysis, in yention and concurrent Food Distribution Show of the U. S. 

_ emergence Wholesale Grocers Association, to be held at the Municipal 
‘ice, 8 Broad. Auditorium, St. Louis, May 30th to June 1st, inclusive, it was 
cutive. Wig announced by Harold O. Smith, Jr., executive vice-president. 

g; Production, The exposition, the first of its kind in the field, will be held | 

"wide ana simultaneously with the convention. Economies in distribu- | 
uty of $50 tion will be featured. Exhibits will include machines for | 


inventory control, accounting, warehousing, billing, packag- | 
— ing, store modernization, fixtures, materials handling equip- WHAT EVER HAPPENED 
id up. Ths ment, trucks and products related to food distribution. 

to high-grade 


Te yeane Smart Brochure on Paper 9 
iin: In the Spring installment of its 24-page Permanized y 4 


considering a Paper Quarterly Exhibit, the Whiting-Plover Paper Co. of 


ve offer the 


Se ee aA se 


standing and Stevens Point, Wis., presents useful references to the many The eraser of your childhood —the famous old ‘ 
og = types of Permanized ledger paper and letterhead paper it Goodyear soap eraser — is riding a new wave of 4 
.y 5 produces. Printed in full color, using both photo offset and popularity. Students demand it, business offices 

; letterpress, the brochure is highlighted with many artistic specify it, artists love it. There is no general pencil 

touches and designs. In addition, the brochure contains eraser like it in the world! 

, Vea Ge well written articles on paper and the people who make and ; 
‘nusua bie use it. Write for free sample. 
jo acim, | (Insurance Men Set Conference Date THE ROSENTHAL CO., 45 E. 17 ST., N. Y. 3 
ca typewriter President J. S. Pieringer, Jr., of the Insurance Ac- 
ped = counting and Statistical Association, announces that the 


program has been completed for the 27th International Con- Pia S ery ig GER SAS 
ference to be held at the Edgewater Beach Hotel in Chi- 


lton Model cago, May 19th through 21st. ° 
ation, Seria At the opening general session, the address of welcome I . B ¥ M . A ll E le Cc tr UC 


hanna Waist 


will be made by James S. Kemper, chairman of board, 


cts, 33 labels Kemper Group, Chicago. Edward F. O’Toole of O’Toole TYP EWRITE RS 
vell gummed Associates, New York, will speak on the subject “Develop- 
. ment and Presentation of Cost Analysis.” Herbert A. Clark, new ' 
a vice-president and director of Loyalty Group, will talk on | in the WE . 
Te the subject, “Looking in Retrospect.” Mr. Clark is well RE 0 
ure. Z. H. known in the insurance field and is in charge of the Loyalty | 4 
a Group’s Western department located in Chicago. FINIS 
iS Non-members as well as ILA.'SA. members are welcome | 
e. at the conference. Plans are being made for an attendance 
of over 700. I.A.S.A. secretary-treasurer is L. J. Hale of the ALL 
npany Kansas City Life Insurance Co. Kansas City, Mo. Public GUARANTEED 
NY relations director is Kenneth M. Hills of the American | REBUILT “tm 
Mutual Liability Insurance Co. of Boston. according to the : 2 
rigid specifications of 


the Federal Trade Commission. 
PEP UP YOUR SALES CHARTS Tremendous Savings 
WITH THESE An all electric typewriter at the price of a standard. 
Electric keyboard—Electric shifting—Electric carriage 
p @) ST iz Q C Oo L Oo kb S$ ! return. Faster—Easier Operating—Better Work— 
—More Carbons. 


3000 Typewriters e« All Makes e All Models 


ASSORTMENTS We have more than 3,000 typewriters in stock. All 
No. 6 Contains Six makes—all models—Standards, Portables, Electrics, 
Colors 75e per set. Wide Carriage, Foreign Keyboards, Fanfolds. 

No. 12 Contains iz > Write for Prices . 


Colors $1.50 per set. 
Also put up in 2-o0z., 
4 Pint, Pint & Quarts 


NOBEMA 


PROD. CORP. 
141 Greene St., N. Y. 12 
New York 


CABLE ADDRESS: TYPEDIS 


‘|. R. RITCHIE, President & Sales Manager “a 


— Typewriter Distributors, Inc. 
31 East 22nd Street, New York 10, N.Y.—ORegon 4-6400 
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TASSuRES 

YOU ‘INCREASED 

SERVICE AND VALUE 
: ; 


ato) your 


CARBON PAPERS 


TYPEWRITER CARBON BILLING CARBONS — 
FAN-FOLD CARBON PENCIL CARBONS — 
_ CARBON JACKETS REGISTER ROLLS — 


. 


TYPEWRITER RIBBONS TABULATING RIBBONS ~ 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID 
Hand a teansing CREAM CORRECTION PENCIL 


- 


- in 


7, ae 
ii 


se 


-Codo- mes. corr. 


401 Wood St. 270 Lafayette St. 
Pittsburgh 22, Pa. New York 12, N.Y. 
Factory: Coraopolis, Pa. 


529 So. Franklin St. 
Chicago 7, Ill. 


A 
Acco Products, Inc......... 83 
Ace Fastener Co........... 6 
All-Steel Equipment, Inc.... 3 
American Business Systems 63 
American Optical Co....... 24 


American Photo Laboratories 85 
Ames Safety Envelope Co.. 86 


Art Steel Sales Corp....... 86 
Autocopy, Inc............. 71 
B 
Bagmek Co., The. ......... 78 
Browne-Morse Co......... 67 
Cc 
Carter’s Ink Co., The. .. .64, 65 
Codo Mfg. Corp........... 88 

Cole Steel Equipment Co., 
Re ea 51, 52 
Colonial Carbon Co........ 83 


Commercial Controls Corp.. 82 
Corry-Jamestown Mfg. Corp. 10 


C-Thru Ruler Co.......... 80 
Cushman & Denison Mfg. 
ee ee eee 83 
D 


| Dixon Crucible Co., Joseph. 12 


E 
Eagle Pencil Co........... 15 
Elbe File & Binder Co., Inc. 85 
Esterbrook Pen Co., The... 85 
— Specialty Printing 


F 
Faber Pencil Co., Eberhard. 4 
Fulton Specialty Co..... .. 84 
G 
G-M Laboratories, Inc..... 77 


Gavrin Press, Inc., Arthur J. 84 
General Binding Corp...... 14 


General Fireproofing Co., 
SE pe 20 
Globe-Wernicke Co., The.. 57 
Gonco Mfg. Co............ 68 
Gray Bite. Co....:........ 
H 
Hanson Scale Co.......... 81 
Heineman Office Equipment 
REE ER ee became 
Heyer Corp., The... 3rd Cover 


meee Bag. CO, 2... cis 85 
Hunt Pen Co., C. Howard.. 71 


I 
Industrial Tape Corp....... 11 
International Business Ma- 
ee SOND... ccna ccs 9 
International Mfg. Co...... 72 


Invincible Metal Furniture 


Meadiiiess Gn dui 


K 


Kee Lox Mfg. Co......... 95 
Keystone Steel Equipment 
Co 


0b EW A we See ee 8 
M 
Marchant porate: Ma- 
chine Co.. ee 
Moore Business Forms, 
RS SR Sake eee 2nd Cover 
N 
National Cash Register Co, 13 
National Office pene: 
Association . ~— 
National Pencil Co OEE. 79 
Nobema Products Corp..... 87 
Norta Distributing Co...... 86 
oO 
| 16 
Office Management & 
Equipment............ 12, 18 
Pp 
Plastic Fabricators Co...... &% 
Pronto File Corp........51, 52 
R 
Rapid Roller Co........... 2% 
Remington Rand, Inc...... 17 
Roberts Rubber Co., Weldon 73 
Robotyper Corp........... 6 
Rockwell Barnes Co....... 7 
Rosenthall Ce... ... 2.2545: 87 
S 


Sengbusch a Ink- 
stand Co. . 16 


Sheppard Co., C. E., The. 56 


Spak & Natovich, Inc. . 82 
Stromberg Time Corp. culo 25 
Sturgis Posture Chair...... 70 
Swift Business Machines 
eer 
EY 
Taylor Chair Co., The...... 77 


Typewriter Distributors, Inc. 87 


wd 
U 


Underwocd Corp... . .4th Cover 
Universal Office Equipment o 


Victor Safe & Equipment 
Cr. BG, TRO. . 2505 ann 55 


WwW 
Woodstock Typewriter Co. 
oodstoc yp 22 
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Lettergraph Model E 


Has all the improved features of the highly popular Models C and D Lettergraph plus automatic 
inking. Inking is automatic and continuous, assuring the same clear impressions from start to finish 
of any run. To re-ink simply pour half-pound can of ink into closed cylinder. Automatic roller 
release keeps the impression roller out of printing position until paper is fed thus keeping im- 
pression roller clean at all times. Even lighter weight paper is stripped cleanly by positive paper 
strippers. The Model E is an economical and efficient heavy duty duplicator. 


Lettergraph Model D 


Automatically feeds all sizes up to legal . . . over 100 clear, sharp copies per minute. Model D 
is an all-round duplicator at a modest price. It is equipped with fool-proof roller release 
mechanism, positive paper strippers which facilitate running on lighter weight papers, and many 
other important features. Inking is easy and quick... applied by brush to inside of perforated 
cylinder. 


Lettergraph Model C 


With many essential features of more expensive duplicators the Model C is a dependable and 
low priced machi E y and ease of operation make it a wonderful buy for offices, schools, 
churches, clubs, etc. Its sturdy construction and HEYER quality is full assurance of years of 
satisfactory service. 


Write for catalog detailing these 3 duplicators and full line of supplies. 


THE HEYER CORPORATION 


1852 SOUTH KOSTNER AVE. CHICAGO 23 


ay 
- “Ake 
ks SS. 


= “s 
> 


Each model a leader in its price class! 


AUTOMATIC INKING 
and ROLLER RELEASE 


$69°° 


Plus Federal Excise Tax 
Price includes Supplies 
Shipping Weight 32 Ibs. 


AUTOMATIC ROLLER 
RELEASE and POSITIVE 
PAPER STRIPPERS 


$5g5° 


Plus Federal Excise Tax 
Price includes Supplies 
Shipping Weight 31 Ibs. 


AUTOMATIC FEED 
EASY to OPERATE 


$49°° 


Plus Federal Excise Tax 
Price includes Supplies 
Shipping Weight 30 Ibs. 
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Tul ic This Beauig 


Good to Look at... 


A Joy to Use... 
A Gem to Own 


%. ™ 19 
| Uf LLC. SLC rpewriter 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ...even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»»-not shaded or blurred. 


Wndevrwo0d... wv ecwerten r62 


er 


a 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing . . . all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters ... Adding Machines . .. Accounting 
Machines... Carbon Paper ... Ribbons 
and other Supplies. 
One Park Avenue New York 16, N.Y. 
Underwood Limited, 135 Victoria St., 
Toronto 1, Canada 
Sales and Service Everywhere 


y 

a® ? 
“Ql 
SLY 


UNDERWOOD 


y 
“y 
: 
| 
| g id at % ‘ * | 
“ = | f = 
; ~— a 
di ‘ = : 
a ~\ 4 3 é : 
| a ; . ,- 
7 > % 4 * ame ; { 
F a F - OO ee Berg 
’ ~ = ee od Ry vy cee. 
a « = a oats Pe es aS x _ 
Bg" __ i * le Wie + eis ae ; 
} a ie og 
4 .. ae BE ; Petree o 
4 om a laa i Shee gy sean a aS, = BBS i" Pe ee 
; a cc. @ — f.,lll”ll!lU “ae . 
4 i ae gaa” R. Ber: . g uy fr . o —s ee "Em ts . x 7 : a a 
- pe i ors : ee Re ae ray Pe ' a % Bi & : : 
; [aa ee a a ee 7 
we ” Beek, ¥ i -* wa is 
wee a feroe i — os A a” ee ei = 3 
we. * —— lc (ares Se 4 ee : ee _~_ 
7 oe : a 4 oe ae ii 
' - eee ee ea A 
7 y oak, ae 
it Sa ‘ 
a. I Ie Sy Pr “f ~ ; a 
re — Sa | © 
- 7 fp ao Est > sh 4 
1) Sol ashi 
Sti ce 3 ce 
‘ \ ~ A 
i 
; | 
0 
* 
. 
Re ie 2 _ £3} 
A SS Bl EL 4 
: ; 7 Le A, Vas on” Ls 
ac 4 \en§ LN 
I Hill iN ( Ss i 
oe : \ LT fh PO 
4 7 ' , i\! _ f 
4 
a 
eae 
Lea 
a . 
E ant 
Pe a 
a ; 
tr #8 
: : Be 
- LEADER O F THE wortuod 
7 7 
ere 
bon 
4 . toy em ot — © “lie ak ae ee ae eo. ae 
‘ on, a bic - on ee — oa a. ee, Se ae 
a «= , —— 4 a iz - Bars. 


iderwood 


‘ays have 


through 
rating an 
Il simply 
all day! 


ring, tab- 
ectrically 


: world’s 
yur local 
| demon- 
» him... 

© 1948 


ion 


\ccounting 


| oe ‘ane on ~ . “S).; an a 7.) Se De gestae a —— oF doe > aoe 
: ie sites oy af fn Wet. uses! eee i 
: / : . ei eae a ijt Oe an ee ae Se ee es ms y a a 
: Ae: is pe (ote ae I _. : ee ’ py La F i an a ‘ i 
a he ae" a ae ae | yee Be nee whe. ee - ; sy a ce =i 7 P sees A + - - , 
; ee 1 : A + 3 , a ae : Eo er 
=, : a : P 3 ? aa aa , ys 3 a, an, - 3 ‘a ‘ 5 
J a r J © ten OS . } } ik : B iy . F ‘ . 
if % ; § = Lea y ee mage _ han: hy, a 
-_ : ; en ae = ee alia y am Sant 
» | ea Te oo , ee Sa ie a 
2 2 ae a inn a — wh anion 
Page s a ee a  § ae : ‘*.% 
Py ' fam . co: ze -_. a. : = BA a a m,%, « 
ie gee . oe ; ae ke : a ae gee ee: 
att Se 7 ee ci aS ae "ae 
af : 2 re ee et a ee a, ae 
: oo _ = Aaa aay a . = a : Pe. a i ce ty ie S ‘s 
3 ae io ae a i ; 3 a + ae ae : i Ree | se 
9 se ca ae os ar” * ' es =, ae ga Se Det 
rae a ta: . oe i Sg on ; spire ile on a “ail "— ble Ye a. ssi 
% : Da! a va aes -_— ee c et i, a g i Bee 
a an ; eee. - oie ; ; co . a aa A ” ar ee ; 
+ i ee a pe ee ee ee ; ; 
7 oes Bre fost ec . . r 3 ; aa Se ‘ a4 se ) ee 
ba — ee he ¥ a o - : - im a - or = B bi ike: ; 
x ae el a= _ ; Bi: tos 1k cali a ae co : cf ~ mo 
4 ze iis if i hag - 23 a EP Poe: > eee La 
3 Le oe ea > 5 =) ae : tek a | a ae 
ae —S ee ; . sedi | E pen a a a eS a is ng a 
3 aes P ax i F ron ‘ vo 2 Ses eae _ i i 
¥ ep: h 7 es sul Base } a Pe a mai P a ek = 7 
. _ 4 % Se j ay ae eS) | ai ad : ; roe 
» 1. >». See ast OS nets 
A oe ae rere ieee om ; ‘peer iagesas F a Batam i a 
; Pe is 4 sit ' ae ae sh ig oe: 4 z£ ree - iia lial [ a 4 mn te 
ae = wt y nate. = far  \ ; 4 a ep o a a ee ee “2 ; 
é ; 7 gal : 7 Lin ree a r. : eo s e a A 
Aah Bee / eS a ee a “Ug eS es ~~ aie . ll ‘i 4 
Sige et ee ba \ F! — ai “a ‘s onli ee ae 5 Mi as ati! a Z ‘“ 
aoe. | Ae ’ # a? -_ jes Ra | i. Et — > 
F ian A Me = ? he ‘ a e j Se x BO se on 4 rex 2 a i <a me “ae ale iy 
ie _— J A iin — Se abe ails i a a ee a 
r 5 ee cay os ga aie Br ieee: epee Pa. eR : 7 i ee Jo. eioar 
i" g : 3 ae oe sige bee oe Baas 7 *) bea - = aah as a Ta * 
“E 5 E, = ik en a a a , a > —— 2 . é Bese 
| * “Syl a 2 a  _—_—_- | : 
: ; ‘ ’ P a ae ree Aas ais el . &§ : 4 _ _ PS oe Wes am aoe 
7 4 4 tow a X f° 4 a r Rees Magers ‘ = "eS i, eae. 
7 ee ; ee ee | ee eG a. ce? en: ye ay 
ce Te aie Jae a oe i. 0 a, sa a Bie -? Y eeee ‘a et ee + 
em , bbe Mes es Aw . fe : , iy 4 § a b= 5 ae As ia ve _ i 
iS t 4 Bit ES . a Ree 1,5 - # ro . . ie er a ae 4 
-, ei aoe ; 3 ae a = 7 ee “le Ties aes . a x 
ae : ee s te boi : age Ld , = OS i i, aes my an “alle. ee 
“tas m. 7 oe deals (ORs: TS: 7 ae) 4 F bi : ‘ * _ ay 
rE r ; ie : = fe : a eS ee abe. ae a a ~ ee ~ ‘Sy * . if : 
— — eS oe ae . pans ee oe ie © ’ r oe ' “a Re a, az 
oa r ae : ty i ? 4 Ba fer ae a ee. ee " 7 ie re ee 
ae 3 — —- Ee A is ae bs Po 
a ee an cS a ae | ee ee | eee 
es we ¥ BY e- ee = at | ae oe a, ay . “4 \ iM; mo 
itgg . J i y-% b ies oa 4 : i — x" aie dation ies es " = 4 } ie m 1 
es e 7 " cP, 2% a ee Be A re poy Co ie ae = a ky 
a . itil Se re wi sa : 
, a + a ,., moe ee! — : 
‘fa. ~~ “5 Se a 
i, ae (oo oe 2 CO a Pe 
"' a is? . : Sie. 4 ay P nme el a 0 4 Ss a i“ a & cal ak : 
4 3 ate ‘ e a , P i os .g s 4 ; yas 2 L a “7 x , ach sill j - a 
a j ay oe . 7 ae an hi Sees eee er wife) Rs ; Ml 
$a _ : Re 7 -. , Z “ae mes oo Br: Sea | ’ ys gir ——- aa 
igi — Ae ' ae i hi ; ny TY a in ite A 
Ee B ange = ee re a" ey has i cae A & . a Rie” E 
- t ia as Bes —e -- Lae a ie ee aoe. ] ; 
eid i ; el 3 = — ‘. . an ; F STS 
= SS pe eo ee : Pee? | er aa 5 : as 
os ie oe ‘ee 7 . = Se a ‘ pe j tthe aia 5 i w oe, 
ie: ‘ a ee = Coa 5. i eee a 7 Pi a 
ee a ; See a a - 4 re a : Pt it e «allies: 
Bei = es ieee 3 aes oe a Pes eee be | ua 
X 3 Bee x Ss, o a Ae: 4 oa Bah Aye es Ge r 
4 ‘ae i, Se ied . a a 3 >. _—_— i ae = ¥e jue b3 a , By ne , 
£2 <4 \ de " 3h ae te a My ae ee i bo hae e se " 
re dy a ; ei ek wy i : i A Sf) os ae A a : 
_ ee a ee oe a ae ier 
3 ae ; ae a is ee: ae si ‘ et ee lieth ; i 
+e = 7.4 a) 2 ee ig ed 
| ay i i oe) h ll ee ae : 2o te 
“ via a ony ae nn ae : Sige? = ry 
ay oy =) a . ae 2): : he 4 - ve <> Be 
| ¥ i ree ailhaet ; oy , a 4 : | a a 
i HS See Hh < ee ae ; 1 " ; aout ” ae . hee 
= aye q amit : ac F a Un cane b Ls i ee F “-. 
; ‘4 j OSD eae } ; “4 7 a ee a a ae % ; : 
5 ; & gi ae an 7 oo oe a =i = ' E ; _ , 
ee: it _ coe: ie a = ‘ 7 mil ig Ls ‘ 
Q is i ‘ ae = ae 4 a «eS eee . eae, aH , "Pee 2 = 
‘te ad ; 7 oe oo ‘ Soo al a ‘‘ i, : 3 
= (3) llc Fe aa ae. ie 
Ss % Bi 7 > 1 i all me a ee a ale a re — < a. * aia 
we 2 h cai F Pligg me 1 - ak q ae B a oe ‘me 7 me K 
| ee ; ‘ wi — Pi. ae Bra a 3 & i. 4 
pote P if im i en se. ae ee ale ; 
bbons ae : b= a : af ce | x i ae et: 2 _ 
= -_— Pe Me * an ae . +2 
Pe a se a ee aed es - : a oi ‘i aa - = 
rk 16, N.Y. ca - SS — h) ee ag meg a a 
29 : ae ett, ihe ane aii ye, Tae oa ea 
wGZ, h t “haa ; a ay q re a Be ime Bis ' Bits v oe e 
SLB a ze i =a . sae ec ‘ _ en i : co a ; el A aes tr er eye 
DERWOOD ¥ iiecm eee (cea = oe . # = fee i, * ee 
aye = 4 jen . bt eS, aa ; Sit — s i aoe ‘tae, > tae 
ory eee au ce ‘< a. 4 Bie) ig ge ¥ eo 4 "i ¢ se > ms *; ra ee 
: : a R= ee Goa i ca a co ee g2 
ig a Be ; 4 Le la rare Sh ee) Miia — a ae = % ‘4 2) 
| oe /— aol ee gn 
“ oS # ey u am he Sahat liam ait = rah eee s ca ¢ a > ae ae 
5 9 Ryne | hi yy “ok ‘ed x, ey ‘ ae: a ae ie 
R l D i ae By 3 3 . a 3 % ” ade) ~ he u a a.” tb r - an az ae a ee 5, 
& ae ee Py om elas ane va =~ . —_—_ f ” 39) ee 
; om Ben — Be oe a4 ne ay ; = Pos ar eee he 
oe a ‘Se 7 a ae | Z 
ve ; eae —" : 4 7 a J 2 os Sil — D a ie 7 
ee - ¥ a Ms ie | Gea er a a os Be tn 
a a 2 4 es 7 aa : NG i“ a ee “a ; ah 
a4 x " : : a f 7 ia 4 #9 4 > ae 1 -Blta ge ee a me a, s Ue 


